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Arkansas Department of Education 
Process Approach to HACCP-Based Standard Operating Procedures (SOPs) 

Adapted from National Food Service Management Institute  
(NFSMI/SOPs) and Jefferson County School District in Kentucky (SOPs) 

 
All of the procedures in this manual apply to school foodservice employees involved in 
the daily operation of a safe, wholesome establishment.  This includes the areas of 
food preparation, handling, receiving, storing, serving, transporting, cleaning, 
sanitizing, etc. 
 
The 2013 Food Code and the Arkansas 2012 Health Department Regulations are the 
resources used in developing these procedures.  These SOPs follow State Health 
Department Regulations. 
 
These SOPs must be adapted to meet the specific needs of each serving site. 
 
Each Local Education Agency (LEA) will be responsible for the initial training and all 
retraining of foodservice employees in the use of the SOPs. 
 
Also included, is the Food Safety Checklist.  Managers and/or Child Nutrition Directors 
should use this form periodically to assure that all Standard Operating Procedures are 
being followed. 
 
The Child Nutrition Director must review and update these SOPs annually. 
 
 
 
 
 
 
 ____________________________________   ________________________ 
   Signature     Date Revised 
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NON-DISCRIMINATION STATEMENT 
 

“The United States Department of Agriculture (USDA) prohibits 
discrimination against its customers, employees, and applicants for 
employees, and applicants for employment on the basis of race, color, 
national origin, age, disability, sex, gender identity, religion, reprisal, and 
where applicable, political beliefs, marital status, familial or parental status, 
sexual orientation, or all or part of an individual’s income is derived from 
any public assistance program, or protected genetic information is 
employment or in any program or activity conducted or funded by the 
department.  (Not all prohibited basis will apply to all programs and/or 
employment activities.) 
 
If you wish to file a Civil Rights program complaint of discrimination, 
complete the USDA Program Discrimination Complaint Form. Found online 
at http://www.ascr.usda.gov/index.html, or at any USDA office, or call (866) 
632-9992 to request the form.  Send your completed complaint form or 
letter to us by mail at U.S. Department of Agriculture, Director, Office of 
Adjudication, 1400 Independence Avenue, S.W., Washington, D.C. 20250-
9410, by fax (202) 690-7442 or email at program.intake@usda.gov. 
 
Individuals who are deaf, hard of hearing or have speech disabilities may 
contact USDA through the Federal Relay Service at (800)877-8339; or (800) 
845-6136 (Spanish). 
 
USDA is an equal opportunity provider and employer.” 
 

mailto:program.intake@usda.gov
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CHARTER SCHOOLS 

Food Safety Plan or Hazard Analysis Critical Control Points 
(HACCP) Plan for School Food Authorities (SFA) that have 

Contracted Meal Service Important Points to Consider 

 

1. Although someone else may provide meal service for you, you must have a 
Food Safety Plan (FSP) or HAACP Plan at your serving site 

2. The FSP must reveal what occurs at the site.  If assistance is needed with this, 
contact your area specialist to help you adapt your plan. 

3. Review the plan presented to you, as an example of what you actually can 
use at your serving site. 

4. Must have recent copies of the two Health Inspections from the Catering 
Company if applicable, and the copy of the two inspections that the Health 
Department does at the serving site. 

5. Make copies of the forms (production records, breakfast, lunch, afterschool 
snacks, invoices, Temperature Logs) that you actually complete for your site. 

6. Keep records for five years as you do all Child Nutrition records. 
7. Both the Catering Company and the SFA should keep a copy of the Receiving 

Log.  This form verifies the food when it leaves the Preparation Site and 
documents the temperatures of the food when it arrives to the serving site.  
The quality of the food when it is received may be something that may need 
to be documented as well. 

8. As employees are changed, or changes in the FSP occur, these changes must 
be noted in the plan.  Any training conducted for employees must be 
documented also. 

9. It is the responsibility of the SFA to monitor the Catering Company. Visits 
should be made to review sanitation practices using the Food Safety Checklist 
listed in Step 4 of the Food Safety Plan. 

10. There must be a FSP at each serving site. 
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FOOD SAFETY PLAN/HACCP PLAN 

 

STEP 1: Description of the SFA Child Nutrition Program 

 

STEP 2: Standard Operating Procedures 

 

STEP 3: Process Approach to HACCP Recipes 

 

STEP 4: Food Safety Checklist 

 

STEP 5: Corrective Action 

 

STEP 6: Record Keeping 
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STEP 1 - Description of Child Nutrition Program 
Food Safety Plan / HACCP Plan 

 
District Name ______________________________ LEA Number ______________ 
 
Date Developed __________ Child Nutrition Director _______________________ 
 
School Name _______________________________ LEA Number _____________ 
 

Child Nutrition Training Record 
School Staff Date Training 

  
  
  
  
  
  
  
  
  
 

Average Daily Participation (ADP) 
Child Nutrition Program ADP 
Breakfast  
Lunch  
Afterschool Snack  
Seamless Summer  

Breakfast  
Lunch  
Snack  

Milk  
 
Attach a copy of the school’s equipment inventory. 
 
Attach a copy of the school’s cycle menus. 
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STEP 2 - Standard Operating Procedures 
Personal Hygiene 

 
PURPOSE: To prevent contamination of food by foodservice employees. 
 
PROCEDURES: 
1. Follow the District Employee Health Policy. 
2. Report to work in good health, clean, and dressed in clean attire. 
3. Change apron when it becomes soiled. 
4. Wash hands properly, frequently, and at the appropriate times. 
5. Keep fingernails trimmed, filed, and maintained so that the edges are cleanable and not rough. 
6. Do not wear artificial fingernails or fingernail polish. 
7. Wear single-use gloves. 
8. Do not wear any jewelry except for a plain ring such as a wedding band. 
9. Treat and bandage wounds and sores immediately.  When hands are bandaged, single-use gloves 

must be worn. 
10. Cover a lesion containing pus with a bandage.  If the lesion is on a hand or wrist, cover with an 

impermeable cover such as a finger cot or stall and a single-use glove. 
11. Eating, drinking, using tobacco, or chewing of gum only in designated break areas where food or 

food contact surfaces may not become contaminated.  Only drinks that have covered lids and 
straws may be consumed in these designated areas. 

12. Taste food the correct way: 
• Place a small amount of food into a separate container. 
• Step away from exposed food and food contact surfaces. 
• Use a teaspoon to taste the food.  Remove the used teaspoon and container to the dish 

room.  Never reuse a spoon that has already been used for tasting. 
• Wash hands immediately. 

13. Wear a hair net / hair restraint while in the kitchen 
14. Before working on the serving line, employees will check appearance. 

• Hair should be neatly arranged. 
• Clothing and apron should be clean. 
• Make-up (if worn) should be fresh. 

 
MONITORING: 
The foodservice manager/person in charge will inspect employees when they report to work to be 
sure that each foodservice employee is following this SOP. 
 
CORRECTIVE ACTION: 
Retrain any foodservice employee found not following the procedures in this SOP. 
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VERIFICATION AND RECORD KEEPING: 
The foodservice manager/person in charge will record in personnel records, any personal hygiene 
issues with an employee. 
 
 
DATE IMPLEMENTED: ___________________ BY: ___________________________________ 
 
 
DATE REVIEWED: ______________________ BY: ___________________________________ 
 
 
DATE REVISED: ________________________ BY: ___________________________________ 
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STEP 2 cont. - Standard Operating Procedures 
Employee Health Policy 

 
PURPOSE: To prevent the spread of food borne illnesses through the transmission of food. 
 
PROCEDURES: All school foodservice employees must follow these procedures for illnesses: 
1. Foodservice employees must report any illnesses that are transmissible through food, including 

the date of the onset of the following illnesses: 
a. Salmonella 
b. Shigella 
c. Escherichia Coli (E-Coli) 
d. Hepatitis A 
e. Norovirus 

2. If any employee is diagnosed with Salmonella, Shigella, E-Coli, Hepatitis A, or Norovirus, the 
foodservice manager/person in charge must notify the county health department. 

3. The foodservice employee must report to the foodservice manager/person in charge any of the 
following symptoms: 

a. Diarrhea 
b. Fever 
c. Vomiting 
d. Jaundice 
e. Sore throat with fever 

4. Foodservice employees must inform the foodservice manager of boils, burns, cuts, and infected 
wounds on the hands, wrists, or exposed portions of an arm.  If the foodservice employee can 
wear a non-penetrable cover (such as a finger cot) and a glove, the foodservice manager/person 
in charge may assign other duties that do not involve food preparation. 

5. Foodservice employees must inform the foodservice manager/person in charge if they have been 
ill within: 

a. The past 48 hours of the last exposure with Norovirus 
b. The past 3 days of last exposure with Shigella or E-Coli 
c. The past 14 days of the last exposure with Salmonella (if previous illness allow 3 months) 
d. The past month (30 days) Hepatitis A 

6. Foodservice employees must report to the foodservice manager/person in charge if: 
a. They have been suspected of causing or have been exposed to Salmonella, Shigella, E-Coli, 

Hepatitis A, or Norovirus 
b. They live in the same household with a person with one of the a-fore mentioned diseases 

or 
c. They live in the same household with a person who has been exposed to one of the a-fore 

mentioned diseases. 
7. The foodservice manager/person in charge must exclude (if serving a highly susceptible school) or 

restrict (if not serving a highly susceptible school) all foodservice employees that have been 
diagnosed with Salmonella, Shigella, E-Coli, Hepatitis A, Norovirus, or Jaundiced (within the last 10 
calendar day). 
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8. The foodservice manager/person in charge must obtain approval from the county health 
department and must have a written medical statement from a licensed physician that specifies 
that the ill foodservice employee may return to work (prepare food). 

 
 
MONITORING: 
1. The foodservice manager/person in charge will observe employees for boils, burns, cuts and 

infected wounds on hands, wrists, and exposed portions of arms. 
2. The foodservice manager/person in charge will observe employees for the following diseases: 

Salmonella, Shigella, E-Coli, Hepatitis A, and Norovirus. 
3. The foodservice manager/person in charge will observe employees for any of the following 

symptoms: diarrhea, fever, vomiting, jaundice, and sore throat with fever. 
 
CORRECTIVE ACTION: 

1. The foodservice manager/person in charge will require all employees with boils, burns, cuts, 
and infected wounds on hands, wrists, and exposed portions of arms to wear a non-
penetrable cover (such as a finger cot) and a glove.  The manager may assign other duties that 
do not involve food preparation. 

2. The foodservice manager/person in charge must report to the district Child Nutrition Director, 
any employees that display symptoms of Salmonella, Shigella, E-Coli, Hepatitis S, Norovirus, 
and/or any of the following symptoms: diarrhea, fever, vomiting, jaundice, and a sore throat 
with fever.  The Child Nutrition Director will determine what actions need to be taken 
regarding the employee. 

 
VERIFICATION AND RECORD KEEPING: 
All health related records will be maintained in each employee’s district personnel file. 
 
 
DATE IMPLEMENTED: ______________________ BY: __________________________________ 
 
 
DATE REVIEWED: _________________________ BY: __________________________________ 
 
 
DATE REVISED: ___________________________ BY: __________________________________ 
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Step 2 cont. - Standard Operating Procedures 
Washing Hands 

 
PURPOSE: To prevent food borne illnesses by contaminated hands. 
 
PROCEDURES: 
1. Post hand washing signs or posters in a language understood by all foodservice staff near all hand 

washing sings, in food preparation areas, and restrooms. 
2. Use designated hand washing sinks for hand washing only.  Do not use food preparation, utility, 

and dishwashing sinks for hand washing. 
3. Provide warm running water, soap, and a means to dry hands.  Provide a waste container at each 

hand washing sink or near the door in restrooms. 
4. Keep hands washing sinks accessible anytime employees are present. 
5. Wash hands: 

• Before starting work. 
• During food preparation. 
• When moving from one food preparation area to another. 
• Before putting on or changing gloves. 
• After using the toilet. 
• After sneezing, coughing, or using a handkerchief or tissue. 
• After touching hair, face, or body. 
• After smoking, eating, drinking, or chewing gum or tobacco. 
• After handling raw meats, poultry, or fish. 
• After any clean up activity such as sweeping, mopping, or wiping counters. 
• After touching dirty dishes, equipment, or utensils. 
• After handling trash. 
• After handling money. 
• After any time the hands may become contaminated. 

6. Follow proper hand washing procedures as indicated below: 
• Wet hands and forearms with warm, running water at least 100 °F and apply soap (about 

1 Tablespoon) 
• Scrub lathered hands and forearms (up to elbows), under fingernails, and between fingers 

for at least 10-15 seconds.  Rinse thoroughly under warm running water for 5-10 seconds 
(minimum of 20 seconds for complete wash & rinse process) 

• Dry hands and forearms thoroughly with single-use paper towels. 
• Dry hands for at least 30 seconds if using a warm air hand dryer. 
• Turn off water using paper towels. 
• Use paper towel to open door when exiting the restroom. 
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MONITORING: 
1. The foodservice manager/person in charge will visually observe the hand washing practices of the 

foodservice staff during all hours of operation. 
2. The designated employee will visually observe that hand washing sinks are properly supplied 

during all hours of operation. 
 
CORRECTIVE ACTION: 
1. Ask foodservice employees that are observed not washing their hands at the appropriate times or 

using the proper procedure to wash their hands immediately. 
2. Retrain foodservice employees to ensure proper hand washing procedures. 
 
 
 
VERIFICATION AND RECORD KEEPING: 
All health related records will be maintained in each employee’s district personnel file. 
 
 
DATE IMPLEMENTED: ______________________ BY: __________________________________ 
 
 
DATE REVIEWED: _________________________ BY: __________________________________ 
 
 
DATE REVISED: ___________________________ BY: __________________________________ 
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Step 2 cont. - Standard Operating Procedures 
Cleaning and Sanitizing Food Contact Surfaces 

Including Dish Machines and 3 Compartment Sinks 
 
PURPOSE:  To prevent food borne illness by ensuring that all food contact surfaces are properly 
cleaned and sanitized. 
 
PROCEDURES: 
1. Follow manufacturer’s instructions regarding the use of equipment and use of chemicals for 

cleaning and sanitizing food contact surfaces. 
2. Wash, rinse, and sanitize food contact surfaces of sinks, tables, utensils, thermometers, carts, and 

equipment: 
• Before each use 
• Between uses when preparing different types of raw animal foods, such as eggs, fish, 

meat, poultry 
• Between uses when preparing ready-to-eat foods and raw animal foods, such as eggs, fish, 

meat, and poultry 
• Any time contamination occurs or is suspected 

3. Procedure for washing, rinsing, and sanitizing food contact surfaces: 
• Wash surface with detergent solution. 
• Rinse surface with clean water. 
• Sanitize surface using a sanitizing solution mixed at a concentration specified on the 

manufacturer’s label. 
o Chlorine Bleach (EPA approved) – 50-100 ppm 
o Iodine – 25 ppm 
o Quaternary Ammonium  (Quarts) – 200 ppm 

• Allow to air dry. 
4. Inspect all dishware (trays, glassware, bowls, etc.) for breaks, cracks, and chips. 
5. Dishwashing: 

Dish Machine: 
• Insert manufacturer’s instructions for use. 

 
3-Compartment Sinks 
• Setup and use the sink in the following manner: 

o In the first compartment, wash with a clean detergent solution at or above 110 °F or at 
the temperature specified by the detergent manufacturer. 

o In the second compartment, rinse with clean water. 
o In the third compartment, sanitize with a sanitizing solution mixed at a concentration 

specified on the manufacturer’s label or by immersing in hot water at or above 180 °F 
for 30 seconds.  Test the chemical Sanitizer concentration by using an appropriate test 
kit. 

6. Have an on-going pest prevention program and regular pest control by a licensed pest control 
operator. 



17 
9/3/2015 

7. Problems with pests will be reported immediately, pest service will be contacted and all areas 
cleaned and sanitized (may need to contact county health department depending on severity). 

 
MONITORING: 
Foodservice employees will: During all hours of operation, visually and physically inspect food contact 
surfaces of equipment and utensils to ensure that the surfaces are clean. 
1. In a 3-compartment sink, on a daily basis: 

• Visually monitor that the water in each compartment is clean. 
• Take the water temperature in the first compartment of the sink by using a calibrated 

thermometer. 
• If using chemicals to sanitize, test the sanitizer concentration by using the appropriate test 

kit for the chemical. 
• If using hot water to sanitize, use a calibrated thermometer to measure the water 

temperature.  Refer to “Using and Calibrating Thermometers” SOP’s. 
2. In a dish machine, on a daily basis: 

• Visually monitor that the water and the interior parts of the machine are clean and free of 
debris. 

• Continually monitor the temperature and pressure gauges, if applicable, to ensure that the 
machine is operating according to the data plate. 

• For hot water sanitizing dish machine, ensure that food contact surfaces are reaching the 
appropriate temperature by placing a thermometer on a rack and running the item or rack 
through the dish machine. 

• For chemical sanitizing dish machines, check the sanitizer concentration on a recently 
washed food-contact surface using an appropriate test kit. 

 
CORRECTIVE ACTION: 
1. Discard all cracked, broken, or chipped dishware. 
2. Wash, rinse, and sanitize dirty contact surfaces of equipment and dishware. 
3. Discard food that comes in contact with surfaces that have not been sanitized properly. 
4. In a 3-compartment sink: 

• Drain and refill compartments periodically and as needed to keep the water clean. 
• Adjust the water temperature by adding hot water until the desired temperature is 

reached. 
• Add more sanitizer or water, as appropriate, until the proper concentration is achieved. 

5. In a dish machine: 
• Drain and refill the machine periodically and as needed to keep the water clean. 
• If the dish machine is not reaching the proper temperature, contact the appropriate 

individual(s) to have the machine repaired. 
• For a chemical sanitizing dish machine, check the level of sanitizer remaining in bulk 

container.  Fill, if needed.  “Prime” the machine according to the manufacturer’s 
instructions to ensure that the sanitizer is being pumped through the machine.  Retest.  If 
the proper sanitizer concentration level is not achieved, contact the appropriate 
individual(s) to have the machine repaired. 

• Wash, rinse and sanitize in the 3-compartment sink until the machine is repaired or use 
disposable single service/single-use items if a 3-compartment sink is not available. 
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VERIFICATION AND RECORD KEEPING: 
The foodservice manager/person in charge will verify that foodservice employees have taken the 
required temperatures and tested the sanitizer concentration by visually monitoring foodservice 
employees during the shift. 
 
 
DATE IMPLEMENTED: ______________________ BY: __________________________________ 
 
 
DATE REVIEWED: _________________________ BY: __________________________________ 
 
 
DATE REVISED: ___________________________ BY: __________________________________ 
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Step 2 cont. - Standard Operating Procedures 
Using and Calibrating Thermometers 

 
PURPOSE: To prevent food borne illnesses by ensuring that the appropriate type of thermometer is 
used to measure internal product temperatures and that thermometers used are correctly calibrated 
for accuracy. 
 
PROCEDURES: 
1. Follow the food thermometer manufacturer’s instructions for use.  Use a food thermometer that 

measures temperatures from 0 °F (-18 °C) to 220 °F (104 °C) and is appropriate for the 
temperature being taken.  For example: 

• Temperatures of thin products, such as hamburgers, chicken breasts, pizza, filets, nuggets, 
and sausage patties, should be taken by stacking food products and inserting 
thermometer into the center. 

o Bimetallic, dial-faced stem thermometers are accurate only when measuring 
temperatures of thick foods.  They should not be used to measure temperatures of 
thin foods.  A dimple mark located on the stem of the thermometer indicates the 
maximum food thickness that can be accurately measured. 

o Use only oven-safe, bimetallic thermometers when measuring temperatures of 
good while cooking in an oven. 

1. Have food thermometers easily-accessible to foodservice employees during all hours of 
operation. 

2. Clean and sanitize food thermometers before each use. 
3. Store food thermometers in an area that is clean and where they are not subject to 

contamination. 
4. Calibrate thermometers as needed. 

• Ice-water method: 
a. Insert the thermometer probe into a cup of crushed ice. 
b. Add enough cold water to remove any air pockets that might remain. 
c. Allow the temperature reading to stabilize before reading temperature. 
d. Temperature measurement should be 32 °F (+ 2 °F) [or 0 °C (+ 1 °C)].  If not, 

adjust according to manufacturer’s instructions. 
 
MONITORING: 
Foodservice employees will check the accuracy of the food thermometers: 

• At regular intervals (at least once per week) 
• If dropped 
• If used to measure extreme temperatures, such as in an oven 
• Whenever accuracy is in questions 

 
CORRECTIVE ACTION: 
All thermometers will be recalibrated as needed: 

• For an inaccurate, bimetallic, dial-faced thermometer, adjust the temperature by turning the 
dial while securing the calibration nut (located just under or below the dial) with pliers or a 
wrench. 
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• For an inaccurate, digital thermometer with a reset button, adjust the thermometer according 
to manufacturer’s instructions. 

• If inaccurate thermometer cannot be adjusted on-site, discontinue using it, and follow 
manufacturer’s instructions for having the thermometer calibrated. 

 
 
 
VERIFICATION AND RECORD KEEPING: 
The foodservice manager/person in charge will periodically check the calibration of the thermometer 
and will document any corrective action necessary on the Food Production Record. 
 
 
DATE IMPLEMENTED: ______________________ BY: __________________________________ 
 
 
DATE REVIEWED: _________________________ BY: __________________________________ 
 
 
DATE REVISED: ___________________________ BY: __________________________________ 
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Step 2 cont. - Standard Operating Procedures 
Receiving Deliveries 

 
PURPOSE:  To ensure that all food is received fresh and safe when it enters the foodservice operation 
and to transfer food to proper storage as quickly as possible. 
 
PROCEDURES: 
1. If possible, schedule deliveries to arrive at designated times during operational hours. 
2. Post the delivery schedule, including the names of vendors, days, and times of deliveries, and 

drivers’ names. 
3. Organize freezer and refrigeration space, loading docks, and store rooms before deliveries. 
4. Gather product specification lists and purchase orders, temperature logs, calibrated 

thermometers, pens, flashlights, and clean loading carts before deliveries. 
5. Keep receiving area clean and well lighted. 
6. Do not touch ready-to-eat foods with bare hands. 
7. Compare delivery invoice against products ordered and products delivered. 
8. Transfer foods to their appropriate locations as quickly as possible. 
 
MONITORING: 
1. Be sure refrigerated foods are delivered in a refrigerated truck. 
2. Confirm vendor name, day and time of delivery, as well as driver’s identification before accepting 

delivery.  If driver’s name is different from what is indicated on the delivery schedule, contact the 
vendor immediately. 

3. Check frozen foods to ensure that they are all frozen solid and show no sign of thawing and 
refreezing, such as the presence of large ice crystals or liquids on the bottom of cartons. 

4. Check the temperature of refrigerated foods. 
• For fresh meat, fish, and poultry products, insert a clean and sanitized thermometer into 

the center of the product to ensure a temperature of 41°F or below. 
• The temperature of milk should be 41°F or below. 
• For packaged products, insert a food thermometer between two packages being careful 

not to puncture the wrapper.  If the temperature exceeds 41°F, it may be necessary to 
take the internal temperature before accepting the product. 

5. Check dates of milk, eggs, and other perishable goods to ensure safety and quality. 
6. Check the integrity of food packaging. 
7. Check the cleanliness of crates and other shipping containers before accepting products.   Reject 

foods that are shipped in dirty crates. 
 
CORRECTIVE ACTION: 
Reject the following: 

• Frozen foods with signs of previous thawing 
• Cans that have signs of deterioration, such as swollen sides or ends, flawed seals or seams, 

dents, or rust 
• Punctured packages 
• Food with outdated expiration dates 
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• Foods that are out of safe temperature zone or deemed unacceptable by the established 
rejection policy. 

 
 
 
VERIFICATION AND RECORD KEEPING: 
Record the temperature and the corrective action on the delivery invoice. 
 
 
DATE IMPLEMENTED: ______________________ BY: __________________________________ 
 
 
DATE REVIEWED: _________________________ BY: __________________________________ 
 
 
DATE REVISED: ___________________________ BY: __________________________________ 
 
  



23 
9/3/2015 

Step 2 cont. - Standard Operating Procedures 
Preventing Cross-Contamination during Storage and Preparation 

 
PURPOSE:  To reduce food borne illnesses by preventing cross contamination of food. 
 

PROCEDURES: 
1. Wash hands properly. 
2. Avoid touching ready-to-eat foods with bare hands. 
3. Separate raw animal foods, such as eggs, fish, meat, and poultry, from ready-to-eat foods, such as lettuce, 

cut melons and lunch meats during receiving, storage, and preparation. 
4. Separate different types of raw animal foods, such as eggs, fish, meat, and poultry, from each other, 

except when combined in recipes. 
5. Store raw animal foods in refrigerators or walk-in coolers by placing the raw animal foods on shelves in the 

order of cooking temperatures with the raw animal food requiring the highest cooking temperature, such 
as chicken, on the lowest shelf. 

6. Separate unwashed fruits and vegetables from washed fruits and vegetables and other ready-to-eat foods. 
7. Use only dry, cleaned, and sanitized equipment and utensils. 
8. Touch with bare hands only those surfaces of equipment and utensils that will not come in direct contact 

with food. 
9. Place food in covered containers or packages, except during cooling, and store in the walk-in refrigerator 

or cooler. 
10. Designate an upper shelf of a refrigerator or walk-in cooler as the “cooling” shelf.  Uncover containers of 

food during the initial quick cool-down phase to facilitate cooling, and then cover for storage. 
11. Clean the lids of food containers, such as cans and jars, of visible soil before opening. 
12. Store damaged goods in a separate location. 
 

MONITORING: 
The foodservice manager/person in charge or designated foodservice employee will continually monitor 
food storage and preparation to ensure that food is not cross-contaminated. 
 

CORRECTIVE ACTION: 
1. Separate foods found improperly stored. 
2. Discard ready-to-eat foods that are contaminated by raw eggs, raw fish, raw meat, or raw poultry. 
 

VERIFICATION AND RECORD KEEPING: 
The foodservice manager/person in charge will visually observe that foodservice employees are 
following these procedures and taking all necessary corrective actions during all hours of operation.  
The foodservice manager/person in charge will periodically check the storage of foods during hours 
of operation and document any corrective action necessary. 
 
DATE IMPLEMENTED: ______________________ BY: __________________________________ 
 
DATE REVIEWED: _________________________ BY: __________________________________ 
 
DATE REVISED: ___________________________ BY: __________________________________ 
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Step 2 cont. - Standard Operating Procedures 
General Preparation of All Foods 

Controlling Time and Temperature during Preparation 
 
PURPOSE: To prevent food borne illnesses by limiting the amount of time that potentially hazardous 
foods (Time and Temperature Control for Safe Food (TCS)) are held in the temperature danger zone 
during preparation. 
 
PROCEDURES: 
1. Wash hands prior to preparing foods. 
2. Use clean and sanitized equipment and utensils while preparing food. 
3. Separate raw foods from ready-to-eat foods by keeping them in separate containers until ready to use and 

by using separate dispensing utensils. 
4. Pre-chill ingredients for cold foods, such as sandwiches, salads, and cut melons to 41°F or below before 

combining with other ingredients. 
5. Prepare foods as close to serving times as the menu will allow. 
6. Prepare food in small batches. 
7. Limit the time for preparation of any batches of food so that ingredients are not at room temperature for 

more than 30 minutes before cooking, serving, or being returned to the refrigerator. 
8. Serve or discard potentially hazardous foods within 4-hours. 
9. Avoid mixing different batches of food together in the same container. 
10. If potentially hazardous foods are not cooked or served immediately after preparation, quickly chill. 
 
MONITORING: 
1. Use a clean, sanitized, and calibrated probe thermometer. 
2. Take at least two internal temperatures of food at various stages of preparation and serving.  Record on 

“Food Production Records.” 
3. Monitor the amount of time the food is in the temperature danger zone for more than 4-hours. 
 
CORRECTIVE ACTION: 
1. Immediately return ingredients to the refrigerator if the anticipated preparation completion time 

is expected to exceed 30 minutes. 
2. Discard food held in the temperature danger zone for more than 4-hours. 
 
VERIFICATION AND RECORD KEEPING: 
1. Foodservice employees will record the two temperature measurements taken on the “Food 

Production Record.” 
2. The foodservice manager/person in charge will verify that foodservice employees are taking the 

required temperatures and following the proper preparation procedure by visually monitoring 
foodservice employees. 

 
DATE IMPLEMENTED: ______________________ BY: __________________________________ 
 
DATE REVIEWED: _________________________ BY: __________________________________ 
 
DATE REVISED: ___________________________ BY: __________________________________ 
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Step 2 cont. - Standard Operating Procedures 
Washing Fruits and Vegetables 

 
PURPOSE:  To prevent or reduce risk of food borne illness or injury by contaminated fruits and 
vegetables. 
 
PROCEDURES: 

1. Wash hands using the proper procedure. 
2. Wash, rinse, sanitize, and air-dry all food-contact surfaces, equipment, and utensils that will 

be in contact with produce, such as cutting boards, knives, and sinks. 
3. Wash all raw fruits and vegetables thoroughly before combining with other ingredients, 

including: 
• Unpeeled fresh fruit and vegetables that are served whole or cut into pieces. 
• Fruits and vegetables that are peeled and cut to use in cooking or served ready-to-eat. 

4. Wash fresh produce vigorously under cold running water.  Packaged fruits and vegetables 
labeled as being previously washed and ready-to-eat are not required to be washed. 

5. Scrub the surface of firm fruits or vegetables such as apples or potatoes using a clean and 
sanitized brush designated for this purpose. 

6. Remove any damaged or bruised areas. 
7. Label, date, and refrigerate fresh-cut items. 
8. Serve cut melons within 7 days if held at 41°F or below. 

 
MONITORING: 
The foodservice manager/person in charge will visually monitor that, fruits and vegetables are being 
properly washed, labeled, and dated during all hours of operation. 
 
CORRECTIVE ACTION: 

1. Remove unwashed fruits and vegetables.  Wash immediately before being served. 
2. Label and date fresh cut fruits and vegetables. 
3. Discard cut melons held after 7 days. 

 
VERIFICATION AND RECORD KEEPING: 
The foodservice manager/person in charge will record any foods discarded on the “Food Production 
Records.” 
 
 
DATE IMPLEMENTED: ______________________ BY: __________________________________ 
 
 
DATE REVIEWED: _________________________ BY: __________________________________ 
 
 
DATE REVISED: ___________________________ BY: __________________________________ 
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Step 2 cont. - Standard Operating Procedures 
Cooking, Holding, Cooling, and Storing Potentially Hazardous Foods 

Time/Temperature Control for Safety Food (TCS) 
 
PURPOSE: To prevent food borne illness by ensuring that all foods are cooked to the appropriate 
internal temperature. 
 
PROCEDURES: 
Cooking 
1. If a recipe contains a combination of meat products, cook the product to the highest required 

temperature. 
2. Cook products to the following temperatures: 

a. 145 °F for 15 seconds 
• Seafood, Beef, and pork 

b. 155 °F for 15 seconds 
• Ground products containing beef, pork, or fish 
• Fish nuggets, sticks, or strips. 
• Eggs held on a steam table 
• Cubed or Salisbury steaks 

c. 165 °F for 15 seconds 
• Poultry 

d. 135°F for 15 seconds 
• Fresh, frozen, or canned fruits and vegetables that are going to be held on a 

steam table or in a hot box. 
Holding 
1. Hold hot foods at 135°F or above 
2. Hot cold foods at 41°F or below 
3. Preheat steam tables and hot boxes. 
Cooling  
1. Prepare and cool food in small batches. 
2. Chill food rapidly using an appropriate cooling method. 
3. Place food in shallow containers (no more than 4 inches deep), uncovered. 
4. Use a quick-chill unit such as a blast chiller. 
5. Stir the food in a container placed in an ice water bath. 
6. Add ice as an ingredient (optional). 
7. Separate food into smaller or thinner portions. 
8. Pre-chill ingredients and containers used for making bulk items such as salads. 
9. Chill cooked, hot food from: 

• 135°F within 2 hours.  Take corrective action immediately if food is not chilled from 135°F 
to 70 °F within 2 hours.  Reheat to 165°F for 15 seconds. 

• 70 °F to 41°F or below in remaining time.  The total cooling process from 135°F to 41°F 
may not exceed 6 hours.  If cannot cool down properly, discard food item.. 



27 
9/3/2015 

10. Chill prepared, ready-to-eat foods such as tuna salad and cut melons from 70 °F to 41°F or below 
within 4-hours.  Take corrective action immediately if ready-to-eat food is not chilled from 70 °F 
to 41°F within 4-hours. 

 
Storage Date 
1. Label Time/Temperature Control for Safe Foods (TCS) that are prepared on-site or opened and 

held for more than 24-hours. 
2. Refrigerate all TCS at 41°F or below. 
3. Serve or discard refrigerated TCS within 7 days. 
4. Indicate with a separate label the date prepared, the date frozen, and the date thawed of any 

refrigerated, ready-to-eat, TCS. 
5. Calculate the 7-day time period by counting only the days that the food is under refrigeration.  For 

example: 
• On Monday, 8/3/15, lasagna is cooked, properly cooled, a d refrigerated with a label that 

reads, “Lasagna, Cooked, 8/3/15”. 
• On Tuesday, 8/4/15, the lasagna is frozen with a second label that reads, “Frozen, 8/4/15.”  

Two labels now appear on the lasagna.  Since the lasagna was held under refrigeration 
from Monday, 8/3/15 – Tuesday. 8/4/15, only 1 day is counted towards the 7-day time 
period. 

• On Tuesday, 8/18/15, the lasagna is pulled out of the freezer.  A third label is now placed 
on the lasagna that reads, “Thawed, 8/18/15”.  All three labels now appear on the lasagna.  
The lasagna must be served or discarded within 6 days. 

 
MONITORING: 
Cooking 
1. Take at least two internal temperatures from each batch of food by inserting the thermometer 

into the thickest part of the product which usually is in the center. 
2. Take at least two internal temperatures of each large food item, such as a turkey, to ensure that 

all parts of the product reach the required cooking temperatures. 
 
Holding 

1. Take temperatures of foods by inserting the thermometer near the surface of the product, at 
the thickest part, and at other various locations. 

2. For hot foods held for service: 
• All hot TCS should be 135°F or above before placing the food out for display or service. 
• Take the internal temperature of food before placing it on a steam table or in a hot 

holding unit and at least every 2 hours thereafter. 
3. For cold foods held for service: 

• All cold TCS should be 41°F or below before placing the food out for display or service. 
• Take the internal temperature of the food before placing it onto any salad bar, display 

cooler, or cold serving line and at least every 2 hours thereafter. 
Chilling 
Monitoring temperatures of products every hour throughout daily to verify that foods are date 
marked and that foods exceeding the 7-day tie period are not being used or stored. 
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Storage Date 
A designated employee will check refrigerators daily to verify that foods are date marked and that 
foods exceeding the 7-day time period are not being used or stored. 
 
CORRECTIVE ACTION: 
Cooking 
1. Continue cooking food until the internal temperature reaches the required temperatures. 
Holding 
1. For hot foods: 

• Reheat the food to 165 °F for 15 seconds if the temperature is found to be below 135°F. 
• Discard the food if it cannot be determined how long the food temperature was below 

135°F. 
2. For cold foods: 

• Rapidly chill the food using an appropriate cooling method if the temperature is found to 
be above 41°F. 

• Place food in shallow containers (no more than 4 inches deep) and uncovered on the top 
shelf in the back of the walk-in or reach-in cooler. 

• Add ice as an ingredient. 
• Separate food into smaller or thinner portions. 

Discard food if it cannot be determined how long the food temperature was above 41°F. 
Re-service of foods (FIN-15-052 Food consumption outside of the Food Service Area (date) 11-19-
2014) 
The United States Department of Agriculture (USDA) recognizes that with limited lunch time period 
and an increased amount of fruits and vegetables offered as part of the reimbursable meal, some 
students may be inclined to save some items for consumption at a later time.  There is no federal 
prohibition of this practice.  USDA encourages this practice as a way to promote the consumption of 
fruits and vegetables and reduce wasted. 
 
However, for food safety reasons, this practice should be limited to only food items which do not 
require cooling or heating, such as whole fresh fruit or baggies of baby carrots or celery sticks.  
Schools may also set up a sharing table for appropriate (only non-perishable foods) items to minimize 
food waste. 
 
Districts’ should develop a policy on sharing food and/or saving food for later consumption.  Be sure 
to consult with your district’s Sanitarian from the Arkansas Department of Health to ensure that the 
district’s proposed policy on sharing food or saving food for later consumption, meet all applicable 
food safety standards. 
 
Once food has been served, it cannot be returned and served to someone else. 
 
Milk Re-service:  Commissioner’s Memo FIN-08-076 4/23/08 

• If a student receives milk in the school cafeteria and that student does not want the milk, 
the student may place the unopened carton of milk in an ice-filled container (i.e., ice chest) 
located at the end of the meal service or cashiers’ stand.  The milk must be placed down in 
the ice and fully covered.  Water cannot be standing in the ice.  Another student may then 
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pick up the milk carton at no charge to consume with a meal, in addition to the milk already 
received with a 4reimbursable meal.  

• Only milk in a carton that has not been opened and that has been fully covered by clean ice 
may be consumed by another student.  Milk in a carton that has been opened, or not kept 
under ice, must be discarded and not given to another student. 

• Any milk carton that is still in the ice at the end of the meal service must be discarded and 
not served to another student.  To discard milk in cartons, the cartons must be opened and 
milk poured out of the carton.  No milk handled in this manner can be used for food 
preparation or held for another meal period, for example, milk from breakfast cannot be 
held for lunch. 

Chilling 
1. Reheat cooked, hot foods to 165 °F for 15 seconds and start the cooling process again using a 

different cooling method when the food is: 
• Above 70 °F and 2 hours or less into the cooling process; and  
• Above 41°F and 6 hours or less into the cooling process. 

2. Discard cooked, hot food immediately when the food is: 
• Above 70 °F and more than 2 hours into the cooling process; or  
• Above 41°F and more than 6 hours into the cooling process. 

3. Use a different cooling method for prepared ready-to-eat foods when the food is above 41°F 
and less than 4-hours into the cooling process. 

4. Discard prepared ready-to-eat foods when the food is above 41°F and more than 4-hours into 
the cooling process. 

 
Storage Date 
Foods that are not date marked or that exceed the 7-day time period will be discarded. 
 
VERIFICATION AND RECORD KEEPING: 
Foodservice employees will record temperatures on “Food Production Records.” 
 
Foodservice manager/person in charge will verify that foodservice employees have taken the 
required cooking temperatures by visually monitoring foodservice employees and preparation 
procedures. 
 
 
DATE IMPLEMENTED: ______________________ BY: __________________________________ 
 
 
DATE REVIEWED: _________________________ BY: __________________________________ 
 
 
DATE REVISED: ___________________________ BY: __________________________________ 
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Storage Date 
A designated employee will check refrigerators daily to verify that foods are date marked and that 
foods exceeding the 7-day time period are not being used or stored. 
 
CORRECTIVE ACTION: 
Cooking 
2. Continue cooking food until the internal temperature reaches the required temperatures. 
Holding 
3. For hot foods: 

• Reheat the food to 165 °F for 15 seconds if the temperature is found to be below 135°F. 
• Discard the food if it cannot be determined how long the food temperature was below 

135°F. 
4. For cold foods: 

• Rapidly chill the food using an appropriate cooling method if the temperature is found to 
be above 41°F. 

• Place food in shallow containers (no more than 4 inches deep) and uncovered on the top 
shelf in the back of the walk-in or reach-in cooler. 

• Add ice as an ingredient. 
• Separate food into smaller or thinner portions. 

Discard food if it cannot be determined how long the food temperature was above 41°F. 
Re-service of foods (FIN-15-052 Food consumption outside of the Food Service Area (date) 11-19-
2014) 
The United States Department of Agriculture (USDA) recognizes that with limited lunch time period 
and an increased amount of fruits and vegetables offered as part of the reimbursable meal, some 
students may be inclined to save some items for consumption at a later time.  There is no federal 
prohibition of this practice.  USDA encourages this practice as a way to promote the consumption of 
fruits and vegetables and reduce wasted. 
 
However, for food safety reasons, this practice should be limited to only food items which do not 
require cooling or heating, such as whole fresh fruit or baggies of baby carrots or celery sticks.  
Schools may also set up a sharing table for appropriate (only non -perishable foods) items to 
minimize food waste. 
 
Districts’ should develop a policy on sharing food and/or saving food for later consumption.  Be sure 
to consult with your district’s Sanitarian from the Arkansas Department of Health to ensure that the 
district’s proposed policy on sharing food or saving food for later consumption, meet all applicable 
food safety standards. 
 
Once food has been served, it cannot be returned and served to someone else. 
 
Chilling 

5. Reheat cooked, hot foods to 165 °F for 15 seconds and start the cooling process again using a 
different cooling method when the food is: 

• Above 70 °F and 2 hours or less into the cooling process; and  
• Above 41°F and 6 hours or less into the cooling process. 

6. Discard cooked, hot food immediately when the food is: 
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• Above 70 °F and more than 2 hours into the cooling process; or  
• Above 41°F and more than 6 hours into the cooling process. 

7. Use a different cooling method for prepared ready-to-eat foods when the food is above 41°F 
and less than 4-hours into the cooling process. 

8. Discard prepared ready-to-eat foods when the food is above 41°F and more than 4-hours into 
the cooling process. 

 
Storage Date 
Foods that are not date marked or that exceed the 7-day time period will be discarded. 
 
VERIFICATION AND RECORD KEEPING: 
Foodservice employees will record temperatures on “Food Production Records.” 
 
Foodservice manager/person in charge will verify that foodservice employees have taken the 
required cooking temperatures by visually monitoring foodservice employees and preparation 
procedures. 
 
 
DATE IMPLEMENTED: ______________________ BY: __________________________________ 
 
 
DATE REVIEWED: _________________________ BY: __________________________________ 
 
 
DATE REVISED: ___________________________ BY: __________________________________ 
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Step 2 cont. - Standard Operating Procedures 
Storing and Using Poisonous or Toxic Chemicals 

 
PURPOSE:  To prevent food borne illnesses by chemical contamination. 
 
PROCEDURES: 
1. Designate a location for storing the Safety Data Sheets (SDS) formerly Material Safety Data 

Sheets. 
2. Follow manufacturer’s directions for specific mixing, storing, and first aid instructions on the 

chemical containers in the SDS. 
3. Label and date all poisonous or toxic chemicals with the common name of the substance. 
4. Store all chemicals in a designated secured area away from food and food contact surfaces using 

spacing or partitioning. 
5. Maintain an inventory of chemicals. 
6. Store only chemicals that are necessary to the operation and maintenance of the kitchen. 
7. Use the appropriate chemical test kit to measure the concentration of sanitizer each time a new 

batch of sanitizer is mixed. 
8. Do not use chemical containers for storing food or water. 
9. Label and store first aid supplies in a container that is located away from food or food contact 

surfaces. 
10. Label and store medicines for employees use in designated area and away from food contact 

surfaces.  Do not store medicines in food storage areas. 
11. Store refrigerated medicines in a covered, leak proof container where they are not accessible to 

children and cannot contaminate food. 
12. Only trained authorized staff may use chemicals.  Starting July 2015, all schools must train food 

service employees on chemicals used in facility and document the training. 
 
MONITORING: 
Foodservice manager/person in charge will visually observe that chemicals are being stored, labeled, 
and used properly during all hours of operation. 
 
CORRECTIVE ACTION: 
1. Discard any food contaminated by chemicals. 
2. Label and properly store any unlabeled or misplaced chemicals. 
 
VERIFICATION AND RECORD KEEPING: 
The foodservice manager/person in charge will document on Food Production Records, any foods 
that are discarded because of contamination by chemicals. 
 
DATE IMPLEMENTED: ______________________ BY: __________________________________ 
 
DATE REVIEWED: _________________________ BY: __________________________________ 
 
DATE REVISED: ___________________________ BY: __________________________________ 
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Step 2 cont. - Standard Operating Procedures 
Preventing Contamination at Food Bars 

 
PURPOSE:  To prevent food borne illnesses by ensuring that all items held on food bars are protected 
from contamination. 
 
PROCEDURES: 
1. Follow employee Health Policy, Personal Hygiene, and Washing Hands SOPs. 
2. Follow manufacturer’s instructions for pre-heating and pre-chilling food bar equipment before 

use. 
3. Place all exposed food under sneeze guards. 
4. Provide an appropriate clean and sanitized utensil for each container on the food bar. 
5. Replace existing containers of food with new containers when replenishing the food bar. 
6. Assist customers who are unable to properly use utensils. 
7. Store eating utensils with the handles up or in a manner to prevent customers from touching the 

food contact surfaces. 
8. Avoid using spray chemicals to clean food bars when in use. 
 
MONITORING: 
1. Monitor and record temperatures of food. 
2. Continually monitor food containers to ensure that utensils are stored on a clean and sanitized 

surface or in the containers with the handles out of the food. 
3. Continually monitor customers’ use of the food bar to ensure that customers are not: 

• Touching food with their bare hands 
• Coughing, spitting, or sneezing on the food 
• Placing foreign objects in the food 

 
CORRECTIVE ACTION: 

1. Remove and discard contaminated food. 
2. Demonstrate to customers how to properly use utensils, if needed. 
3. Discard the food if it cannot be determined how long the food temperature was above 41°F or 

below 135°F. 
 
VERIFICATION AND RECORD KEEPING: 
1. The foodservice manager/person in charge will verify that foodservice employees are assigned to 

maintain food bars during all hours of operation. 
2. Foodservice employees will record temperatures of food items and document corrective actions 

on Food Production Records. 
3. The foodservice manager/person in charge will verify that foodservice employees are following 

SOPs by observation. 
 
DATE IMPLEMENTED: ______________________ BY: __________________________________ 
 
DATE REVIEWED: _________________________ BY: __________________________________ 
 
DATE REVISED: ___________________________ BY: __________________________________ 
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Step 2 cont. - Standard Operating Procedures 
Handling a Food Recall 

 
PURPOSE:  To prevent food borne illness in the event of a product recall. 
 
PROCEDURES: 

1. Review the food recall notice and instructions that have been identified in the notice.  If the 
serving sites have the possibility of having any recalled foods: 

• Communicate the food recall notice to feeding sites. 
• Confirm that the food items bear the product identification code(s) and production 

date(s) listed in the recall notice. 
2. Hold the recalled product using the following steps: 

• Physically segregate the product, including any open containers, leftover product, and 
food items in current production that contain the recalled product. 

• Mark recalled product “Do Not Use” and “Do Not Discard.”  Inform the entire staff not 
to use the product. 

3. So not destroy any USDA commodity food items without official written notification from the 
State Distributing Agency, USDA Food Safety Inspection Services (FSIS), or State or County 
Health Department. 

4. Inform the appropriate school district officials of the recalled product. 
5. Record location of the food recall product by feeding site, and obtain accurate inventory 

counts of the recalled products from every feeding site, including the amount in inventory and 
amount used. 

6. Account for all recalled product by verifying inventory counts against records of food received 
at the feeding site. 

 
MONITORING: 
Foodservice employees and the foodservice manager/person in charge will visually observe that 
school sites have segregated and secured all recalled products. 
 
CORRECTIVE ACTION: 
1. Determine if the recalled product is to be returned and to whom, or destroyed and by whom. 
2. Notify feeding site staff of procedures, dates, and other specific directions to be followed for the 

collection or destruction of the recalled product. 
3. Consolidate the recall product as quickly as possible, but no later than 30 days after the recall 

notification. 
4. Conform to the recall notice using the following steps: 

• Report quantity and site where product is located to manufacturer, distributor, or State 
Agency for collection. 

• The quantity and location of the affected USDA Commodity food must be submitted to the 
State Distributing Agency within 10 calendar days of the recalls. 

• Obtain the necessary documents from the State Distributing Agency for USDA commodity 
foods.  Submit necessary documentation for reimbursement of food costs. 
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• Complete and maintain all required documentation related to the recall including: 
o Recall notice 
o Records of how food product was returned or destroyed 
o Reimbursable costs 
o Public notice and media communications, if needed 
o Correspondence to and from the public health department and State agency. 

 
VERIFICATION AND RECORD KEEPING: 
Foodservice employees will keep all records related to the food recall.  The foodservice 
manager/person in charge will verify that appropriate corrective actions are being taken. 
 
 
DATE IMPLEMENTED: ______________________ BY: __________________________________ 
 
 
DATE REVIEWED: _________________________ BY: __________________________________ 
 
 
DATE REVISED: ___________________________ BY: __________________________________ 
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Step 2 cont. - Standard Operating Procedures 
Transporting Food to Remote Sites (Satellite Kitchens) 

 
PURPOSE:  To prevent food borne illness by ensuring that food temperatures are maintained during 
transportation and contamination is prevented. 
 
PROCEDURES: 
1. Use while transporting hot or cold foods. 

• Keep frozen foods frozen during transportation. 
• Maintain the temperature of refrigerated, TCS at 41°F or below and cooked foods that are 

transported hot at 135°F or above. 
2. Use only food carriers for transporting food approved by the National Sanitation Foundation 

International (NSFI) or that have been approved by the state or county health department. 
3. Prepare the food carrier before use: 

• Ensure that all surfaces of the food carrier are clean. 
• Wash, rinse, and sanitize the interior surfaces.  
• Ensure that the food carrier is designed to maintain cold food temperatures at 41°F and 

hot food temperatures at 135°F or above. 
• Pre-heat or pre-chill the food carrier according to the manufacturer’s recommendations. 

4. Store food in containers suitable for transportation.  Containers should be: 
• Rigid and sectioned so that foods do not mix 
• Tightly closed to retain the proper food temperature 
• Nonporous to avoid leakage 
• Easy-to-clean or disposable 
• Approved to hold food 

5. Place food containers in food carriers and transport the food in clean vehicles, if applicable, to 
remote sites as quickly as possible. 

6. Follow Receiving Deliveries SOP when food arrives at remote site. 
 
MONITORING: 
1. Check the internal temperatures of food using a calibrated thermometer before placing it into the 

food carrier. 
2. Check the internal temperatures of food using calibrated thermometer upon arrival at remote site 

and before serving. 
 
CORRECTIVE ACTION: 
1. Reheat food to 165 °F for 15 seconds if the internal temperature of hot food is less than 135°F.  

Refer to the Reheating TCS SOP. 
2. Cool food to 41°F or below using a proper cooling procedure SOP if the internal temperature of 

cold food is greater than 41°F. 
3. Discard foods held in the danger zone, below 41°F or above 135°F, for greater than 4-hours 
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VERIFICATION AND RECORD KEEPING: 
1. Before transporting food to remote sites, foodservice employees will record food carrier 

temperature, food product name, time, internal temperatures, and any corrective action taken on 
the Food Production Record. 

2. Upon receipt of food at remote sites, foodservice employees will record receiving temperatures 
and corrective action taken on the Receiving Log. 

3. The foodservice manager/person in charge at central kitchens will verify that foodservice 
employees are following this SOP by visually observing employees and reviewing and initialing. 

4. The foodservice manager/person in charge at the remote site(s) will verify that foodservice 
employees are receiving foods at the proper temperature and following the proper receiving 
procedures by visually observing receiving practices during the shift and reviewing and initialing 
the Receiving Log Daily. 

 
 
DATE IMPLEMENTED: ______________________ BY: __________________________________ 
 
 
DATE REVIEWED: _________________________ BY: __________________________________ 
 
 
DATE REVISED: ___________________________ BY: __________________________________ 
 
 

Submitted by Margie Bowers, Rogers School District 
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Step 2 cont. - Standard Operating Procedures 
Preparation and Service of Potentially Hazardous (TCS) Ready-to-Eat Foods 
 
PURPOSE:  To prevent food borne illness by limiting the amount of time that ready-to-eat potentially 
hazardous foods (TCS)are held outside the temperature danger zone during preparation and service. 
 
PROCEDURES: 
1. Wash hands and place sanitary gloves on hands prior to preparing or handling ready-to-eat foods. 
2. Use clean and sanitized equipment and utensils while preparing food. 
3. Separate deli meats and raw vegetables by keeping them in separate containers until ready to 

combine by using separate dispensing utensils and cutting boards. 
4. Pre-chill other ingredients for cold sandwiches, salads before combining with other ingredients.  

Avoid mixing different batches of food together in the same container. 
5. Remove only enough ingredients from refrigeration that can be prepared within 30 minutes.  

Maintain TCS at 41°F or below or follow procedures for using Time as the Food Safety Control 
method. 

 
USING TIME AS A FOOD SAFETY CONTROL: 
6. Prepare foods as close to serving times as the menu will allow.  Using the Time Temperature 

Record Form, record the menu item and potentially hazardous food item(s) and the beginning 
temperature (41°F or below) of each batch. 

7. Prepare food in small batches.  Label each batch with batch number or color code to correspond 
to the 4-hour time limit for service. 

8. Discard potentially hazardous foods held out of the safe temperature zone within 4-hours.  
Record amount of finished product discarded. 

 
MONITORING: 
1. Use a clean, sanitized, and calibrated probe thermometer.  Record time and temperature of each 

batch of finished product. 
2. Monitor the amount of time the food is in the temperature danger zone.  It should not exceed 4-

hours. 
 
CORRECTIVE ACTION: 
1. Discard food held out of the temperature danger zone for more than 4-hours. 
 
VERIFICATION AND RECORD KEEPING: 

1. Foodservice employees will record the time and temperature of each batch of finished 
product and the time product is discarded. 

2. The foodservice manager/person in charge will verify that foodservice employees are taking 
the required temperatures and following the proper preparation procedure for labeling each 
batch by visually monitoring the record and supervising the discarding of finished product 
after the 4-hour time limit for service. 
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DATE IMPLEMENTED: ______________________ BY: __________________________________ 
 
 
DATE REVIEWED: _________________________ BY: __________________________________ 
 
 
DATE REVISED: ___________________________ BY: __________________________________ 
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Serving Safe Food to Students with Food Allergies 
 
PURPOSE: To serve safe and nutritious meals to students with food allergies. 
 
SCOPE:   This procedure applies to child nutrition employees involved in preparing and serving food to 
students with food allergies. 
 
KEY WORDS:  Allergies, Cleaning, Cross-Contact, Hand Washing. 
 
PROCEDURES: 
1. Follow policies and procedures of your child nutrition operation and school district. 
2. Use your receiving procedures. 

• Check all ingredient labels each time a food is purchased. 
• Date each food item when received. 

3. Store food items that contain allergens in a separate location from the non-allergenic items. 
4. Keep ingredient labels for a minimum of 24-hours after serving the product. 
5. Prevent cross-contact during food preparation. 

• Wash hands before preparing foods. 
• Wear single-use gloves. 
• Use a clean apron when preparing allergen-free food. 
• Wash, rinse, and sanitize all cookware before and after each use. 
• Wash, rinse, and sanitize food contact surfaces. 
• Designate an allergy-free zone in the kitchen.  When working with multiple food allergies, set 

up procedures to prevent cross-contact within the allergy-free zone. 
• Prepare food items that do not contain allergens first.  Label and store the allergen-free items 

separately. 
• Use a clean, sanitized cutting board when preparing food. 
• Use clean potholders and oven mitts for allergen-free foods to prevent cross-contact. 

6. Prevent cross-contact during meal service. 
• Set aside food for students with food allergies from self-service food areas, such as salad bars, 

before the food is set out. 
• Use dedicated serving utensils and gloves for allergen-free foods. 
• Label items on the serving line correctly and clearly so that items containing food allergens are 

easily recognizable. 
• Ensure that tables and chairs are cleaned and sanitized before and after each meal and when 

needed. 
7. Follow your school’s procedures for identifying students with food allergies. 
 
MONITORING: 
A child nutrition employee continually monitors receiving, preparation, and serving areas to assess 
whether food allergy procedures are being followed. 
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CORRECTIVE ACTION: 
1. Retrain any child nutrition employee found not following the procedures in this SOP. 
2. Refrain from serving any food to a student with a food allergy if there is any question as to 

whether or not an allergen might be present in that particular food. 
3. Activate the school emergency action plan immediately if a student with the potential for 

anaphylaxis consumes a food allergen. 
 
VERIFICATION AND RECORD KEEPING: 
The school nutrition manager will observe school nutrition staff to make sure they are following these 
procedures and are taking all necessary corrective actions.  Keep a list of corrective actions taken. 
 
DATE IMPLEMENTED: ______________________ BY: __________________________________ 
 
 
DATE REVIEWED: _________________________ BY: __________________________________ 
 
 
DATE REVISED: ___________________________ BY: __________________________________ 
 
 
 
 
 
 
This project has been funded at least in part with Federal funds from the U.S. Department of Agriculture, Food and Nutrition Services through an agreement with the National Food Service 
Management Institute at The University of Mississippi.  The contents of this publication do not necessarily reflect the views or policies of the U.S. Department of Agriculture, nor does mention of 
trade names, commercial products, or organizations imply endorsement by the U.S. government. 

The University of Mississippi is an EBO/AA/Title IX/Section 504/ADA/ADEA Employer. 

In accordance with Federal law and U.S. Department of Agriculture policy, this institution is proh8ibited from discriminating on the basis of race, color, national origin, sex, age, or disability. 

To file a complaint of discrimination, write USDA, Director, Office of Civil Rights, Room 326-W, Whitten Building, 1400 Independence Avenue, SW, Washington, DC  20250-9410 or call (202) 720-5964 
(voice and TDD).  USDA is an equal opportunity provider and employer. 

©2012, National Food Service Management Institute, The University of Mississippi 

Except as provided below, you may freely use the text and information contained in this document for non-profit or educational use with no cost to the participant for the training providing the 
following credit is included.  These materials may not be incorporated into other websites or textbooks and many not be sold. 

The photographs and images in this document may be owned by third parties and used by The University of Mississippi under a licensing agreement.  The university cannot, therefore, grant 
permission to use these images. 
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Step 2 cont. - Standard Operating Procedures 
Breakfast in the Classroom 

 
PURPOSE:  Foodservice employees and teachers/school staff will work together to ensure that 
food(s) served to children are safe to eat. 
 
PROCEDURES: 
All employees in school foodservice must: 
1. Follow all personal hygiene standard operating procedures. 
2. Prepare and store food according to standard operating procedures. 
3. Use gloves for handling all ready-to-eat foods. 
4. Label all containers with date and time it is to be discarded. 
5. Maintain temperatures of food or discard after 4-hours. 
 
Teachers or school staff must: 
1. Observe appropriate food handling techniques such as: 

a. Wash hands prior to distributing meals. 
b. Maintain temperatures of food or discard after 4-hours. 
c. Return ALL extra food immediately following the meal.  Food will cause illness if it is not 

kept at appropriate temperatures.  The temperature danger zone is between 41°F and 
135°F. 

d. Discard all milk.  If there are questions discuss with Person in Charge. 
e. Milk can only be kept if completely under ice with no standing water. 

2. Return all equipment to the school foodservice department the same day. 
3. See that all desks are wiped down daily and report all spills to instructor or designee. 
 
The foodservice manager (PIC) will: 
1. Prepare appropriate menu options. 
2. Take order from teacher/staff member if applicable. 
3. Observe all foodservice employees to ensure that they are following standard operating 

procedures. 
4. Accept and inspect returned equipment.  If equipment is not returned or is returned damaged, 

manager (PIC) will notify Instructor first then the building principal. 
5. Wash, rinse, and sanitize returned equipment. 
6. Follow up as necessary. 
 
 
DATE IMPLEMENTED: ______________________ BY: __________________________________ 
 
DATE REVIEWED: _________________________ BY: __________________________________ 
 
DATE REVISED: ___________________________ BY: __________________________________ 

Adapted from Jefferson County Public Schools, Kentucky 11/2014 
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Step 2 cont. - Standard Operating Procedures 
Bus Meal Service 

 
PURPOSE:  To prevent foodborne illness by ensuring that food temperatures are maintained during 
transportation, and service and contamination is prevented. 
 
SCOPE:  This  procedure applies to foodservice employees who transport and serve food on the Bus 
Stop café. 
 
PROCEDURES: 
1. Train foodservice employees on using the procedures in this SOP. 
2. Follow State or local health department requirements. 

• Maintain the temperature of refrigerated, TCS at 41°F or below. 
3. Store food in containers suitable for transportation.  Containers should be: 

• New cardboard box, rigid, undamaged 
• Tightly closed to retain the proper food temperature 

4. Place food containers in food carrier boxes and transport the food in clean trucks, if applicable, to 
remote sites as quickly as possible. 

5. If food is TCS and is not able to be held at the proper temperatures it should be date and time 
labeled with directions to discard remaining food after 4-hours.  This includes milk. 

 
MONITORING: 
1. Check the air temperature of the food carrier to ensure that the temperature suggested by the 

manufacturer is reached prior to placing food into it. 
2. Check the temperatures of food using a calibrated thermometer by placing it between two 

containers before placing it into the food cold holding unit.  Post and maintain a temperature log 
on the cold holding unit and record the temperatures daily. 

 
CORRECTIVE ACTION: 
1. Retrain any foodservice employee found not following the procedures in this SOP. 
2. Cool food to 41°F or below using a proper cooling procedure, if the internal temperature of cold 

food is greater than 41°F.  Refer to the Cooling TCS SOP for the proper procedures to follow when 
cooling food. 

3. Discard foods held in the danger zone for greater than 4-hours. 
 
 
  



90 
9/3/2015 

VERIFICATION AND RECORD KEEPING: 
Before transporting food to remote sites, foodservice employees will record food carrier 
temperature, food product name, time, internal temperatures, and any corrective action taken on 
the Hot and Cold Holding Temperature Log.  Upon receipt of food at remote sites, foodservice 
employees will record receiving temperatures and corrective action taken on the Receiving Log.  The 
foodservice manager/person in charge at central kitchens will verify that foodservice employees are 
following this SOP by visually observing employees and reviewing and initialing the Hot and cold 
Holding Temperature Log daily.  The foodservice manager/person in charge on the Bus will verify that 
foodservice employees are receiving foods at the proper temperature and following the proper 
receiving procedures by visually observing receiving practices during the shift and reviewing and 
initialing the Receiving Log daily.  All logs are kept on file for a minimum of 1 year.  The foodservice 
manager/person in charge will complete the Food Safety Checklist monthly.  The Food Safety 
Checklist is to be kept on file for a minimum of 1 year. 
 
 
DATE IMPLEMENTED: ______________________ BY: __________________________________ 
 
 
DATE REVIEWED: _________________________ BY: __________________________________ 
 
 
DATE REVISED: ___________________________ BY: __________________________________ 
 
 
 
 
 

Adapted from Jefferson County Public Schools, Kentucky 11/2014 
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Step 2 cont. - Standard Operating Procedures 
Food to be Served Off Site, In Kiosks, Hallways, Concession Stands, 

Classrooms, School Courtyards, or Other Locations Outside the 
Cafeteria 

 
PURPOSE:  Foodservice employees and teachers/school staff will work together to ensure that food 
served to children are safe to eat. 
 
PROCEDURES:   
All employees in school foodservice must: 
1. Follow all personal hygiene standard operating procedures. 
2. Prepare and store food according to standard operating procedures. 
3. Use gloves for handling all ready-to-eat foods. 
4. Pre-wrap as many food items if possible and keep the temperature hot 135°F. 
5. Label all food with date and time it is to be discarded. 
 
Teachers or school staff must: 
1. Observe appropriate food handling techniques such as: 

a. Wash hands prior to distributing meals. 
b. Maintain cold temperatures of food or discard after 4-hours. 
c. Discard All extra food immediately following the meal.  Food will cause illness if it is not 

kept at appropriate temperatures.  The temperature danger zone is between 41°F and 
135°F. 

2. Return all equipment to the school foodservice department within 24-hours of the event. 
 
The foodservice manager will: 
1. Prepare appropriate menu options. 
2. Take order from teacher/staff member if applicable. 
3. Observe all foodservice employees to ensure that they are following standard operating 

procedures. 
4. Accept and inspect returned equipment.  If equipment is not returned or is returned damaged, 

the teacher/staff member will be billed for the cost of replacing the equipment. 
5. Wash, rinse, and sanitize returned equipment. 
6. Follow up as necessary. 
 
DATE IMPLEMENTED: ______________________ BY: __________________________________ 
 
 
DATE REVIEWED: _________________________ BY: __________________________________ 
 
 
DATE REVISED: ___________________________ BY: __________________________________ 
 

Adapted from Jefferson County Public Schools, Kentucky 11/2014 
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Step 2 cont. - Standard Operating Procedures 
Sack Lunches/Meals for Field Trips 

 
PURPOSE:  Foodservice employees and teachers/school staff will work together to ensure that sack 
lunches served to children are safe to eat. 
 
PROCEDURES: 
 
All employees in school foodservice must: 
1. Follow all personal hygiene standard operating procedures. 
2. Prepare and store sack lunches according to standard operating procedures. 
3. Use gloves for handling all ready-to-eat foods. 
 
Teachers and/or school staff who order sack lunches must: 
1. Place the order at least two weeks before the event and confirm final count three days prior to 

the event. 
2. Select a menu from options provided. 
3. Observe appropriate food handling techniques such as: 

a. Wash hands prior to distributing meals. 
b. Make sure food carriers are clean (inside and outside). 
c. Maintain cold temperatures of food. 
d. Discard ALL extra food immediately following the meal.  Food will cause illness if it is not 

kept at appropriate temperatures.  The temperature danger zone is between 41°F and 
135°F. 

4. Return all equipment to the school foodservice department within 24-hours of the event. 
 
The foodservice manager/person in charge will: 
1. Prepare appropriate menu options. 
2. Take orders from teacher/staff member. 
3. Observe all foodservice employees to ensure that they are following standard operating 

procedures. 
4. Accept and inspect returned equipment.  If equipment is not returned or is returned damaged, 

the teacher/staff member will be billed for the cost of replacing the equipment. 
5. Wash, rinse and sanitize returned equipment. 
6. Follow up as necessary. 
 
DATE IMPLEMENTED: ______________________ BY: __________________________________ 
 
 
DATE REVIEWED: _________________________ BY: __________________________________ 
 
 
DATE REVISED: ___________________________ BY: __________________________________ 
 

Adapted from Jefferson County Public Schools, Kentucky 11/2014 
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Step 2 cont. - Standard Operating Procedures 
Ice Machine Usage 

 
PURPOSE:  Ice is handled in a manner to ensure safety. 
 
PROCEDURES:  Employees involved in production or service must observe the following procedures 
to ensure the safety of ice used in foodservice: 
 
1. Wash hands before handling scoop or portioning ice. 
2. Use a scoop to transfer ice to a clean and sanitized container.  The scoop should be stored in a 

sanitary manner adjacent to the ice machine.  It should never be stored in the ice storage bin.  
Scoop should be cleaned and sanitized daily. 

3. Avoid using bare hands or inserting a glass directly into the ice storage bin.  Cross contamination 
or introduction of a physical hazard (glass) could occur. 

4. Store and transport ice in covered designated containers only.  Do not use containers that 
formerly held chemicals or raw foods. 

5. Discard ice used for display (salad bars) or ice baths.  Do not use for consumption. 
6. Clean and sanitize parts of the ice machine considered “food contact surfaces” according to 

manufacturer’s guidelines and the department cleaning schedule.  Record date of cleaning and 
employee’s initials on Cleaning Log. 

 
The foodservice manager will: 

1. Monitor employees to ensure that proper ice handling techniques are being followed. 
2. Develop an ice machine cleaning schedule, following manufacturer’s guidelines. 
3. Provide training and tools for employees to properly clean and sanitize. 
4. Follow up as necessary. 
5. File logs with Food Safety Plan / HACCP Plan records. 

 
 
DATE IMPLEMENTED: ______________________ BY: __________________________________ 
 
 
DATE REVIEWED: _________________________ BY: __________________________________ 
 
 
DATE REVISED: ___________________________ BY: __________________________________ 

 
Adapted from Jefferson County Public Schools, Kentucky 11/2014 
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Step 2 cont. - Standard Operating Procedures 
Contact with Blood and Bodily Fluids 

 
PURPOSE:  To prevent contamination of food by blood and bodily fluids 
 
SCOPE:  This procedure applies to Nutrition Service Employees 
 
KEY WORDS: cross-contamination, blood borne pathogen 
 
PROCEDURES: 
1. Blood and other bodily fluids will be handled so as to minimize the possibility of cross-

contamination.  To this end all foodservice assistants will receive blood borne pathogen training 
upon initial employment and will receive required annual retraining. 

2. All assistants must: 
• Contain the source of the blood 
• Wear disposable gloves when exposed to blood or bodily fluids to minimize the risk of 

contamination. 
• Dispose of contaminated gloves so that they do not come in contact with other people, 

food, or equipment.  Dispose of any contaminated foods. 
• Clean and sanitize any affected food contact surfaces. 
• Seek assistance from primary responders, trained to handle blood or bodily fluids, as 

needed. 
• Complete Foodborne Illness Incident Report. 
• Complete Physical Hazard Incident Report. 

 
MONITORING: 
The foodservice managers / person in charge will monitor that all foodservice employees are 
adhering to the contact with blood and bodily fluids policy at all times. 
 
CORRECTIVE ACTION: 
Employees that are observed not properly handling blood and bodily fluids will be asked to stop 
immediately.  The task will be assigned to a primary responder and the employee will be retrained in 
handling blood and bodily fluids. 
 
VERIFICATION AND RECORD KEEPING: 
The foodservice managers / person in charge will verify that foodservice employees are following this 
policy by visually observing the employees during all hours of operation.  Training records for new 
employees and re-trained employees will be maintained and kept on file for five (5) years plus the 
current year. 
 
DATE IMPLEMENTED: ______________________ BY: __________________________________ 
 
DATE REVIEWED: _________________________ BY: __________________________________ 
 
DATE REVISED: ___________________________ BY: __________________________________ 

Adapted from Jefferson County Public Schools, Kentucky 11/2014 
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Step 2 cont. - Standard Operating Procedures 
Responding to a Foodborne Illness Complaint 

 
PURPOSE:  All school foodservice personnel will respond to a complaint of a foodborne illness 
promptly and will show concern for the individual making the complaint. 
 
PROCEDURES:   
When a complaint is received related to a foodborne illness, employees will: 
1. Indicate concern for the individual and let that person know that the complaint will be referred to 

the school foodservice managers / person in charge. 
2. Contact the school foodservice managers / person in charge if she/he is onsite. 
3. Write down information about the complaint if the school foodservice managers / person in 

charge is not on site.  Fill out all of the information at the top of the Foodborne Illness Incident 
Report. 

 
The school foodservice managers will: 
1. Talk with the individual making the complaint.  Get basic information required to complete the 

Foodborne Illness Incident Report. 
2. Notify the district school foodservice director as soon as possible. 
3. Remove all food from service related to the suspected illness and store it in the refrigerator – 

label it “DO NOT EAT” and date it. 
 
The district school foodservice director or designee will: 
1. Call the Local Health Department to report the suspected outbreak and obtain assistance with the 

foodborne illness investigation. 
2. Call the school district nurse to be on the scene to assess and document: 

• Symptoms. 
• Names and phone numbers and address of students and staff affected. 
• Physician’s names and phone numbers. 

3. Notify the building administrator and district administrative staff, if appropriate.  Provide 
pertinent information needed to answer questions. 

4. Work with the media should they become involved. 
 
 
DATE IMPLEMENTED: ______________________ BY: __________________________________ 
 
 
DATE REVIEWED: _________________________ BY: __________________________________ 
 
 
DATE REVISED: ___________________________ BY: __________________________________ 
 

Adapted from Jefferson County Public Schools, Kentucky 11/2014 
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Foodborne Illness Incident Report 
 
Date occurred: _________________ School: ____________________________ 
Time/meal: ___________________ 
 
Child’s name: _______________________________________________________________________ 
Parent or guardian’s name: ____________________________________________________________ 
Address: ___________________________________________________________________________ 
Telephone number: __________________________________________________________________ 
Physician contact Information: _________________________________________________________ 
Health Dept. contact name & date: _____________________________________________________ 
  __________________________________________________________________________________ 
Suspected Food Item(s) & Manufacturer’s Product Information: 
  __________________________________________________________________________________ 
  __________________________________________________________________________________ 
Description of Preparation: 
  __________________________________________________________________________________ 
  __________________________________________________________________________________ 
  __________________________________________________________________________________ 
Summary of incident: 
  __________________________________________________________________________________ 
  __________________________________________________________________________________ 
  __________________________________________________________________________________ 
  __________________________________________________________________________________ 
  __________________________________________________________________________________ 
Symptoms: 
  __________________________________________________________________________________ 
  __________________________________________________________________________________ 
  __________________________________________________________________________________ 
  __________________________________________________________________________________ 
Recall of Activities: 
  __________________________________________________________________________________ 
  __________________________________________________________________________________ 
  __________________________________________________________________________________ 
  __________________________________________________________________________________ 
Bag, label, date, and indicate current storage location of food: 
  __________________________________________________________________________________ 
  __________________________________________________________________________________ 
  __________________________________________________________________________________ 
  __________________________________________________________________________________ 
  __________________________________________________________________________________ 
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Results of Investigation: 
  __________________________________________________________________________________ 
  __________________________________________________________________________________ 
  __________________________________________________________________________________ 
  __________________________________________________________________________________ 
  __________________________________________________________________________________ 
  __________________________________________________________________________________ 
  __________________________________________________________________________________ 
  __________________________________________________________________________________ 
  __________________________________________________________________________________ 
  __________________________________________________________________________________ 
  __________________________________________________________________________________ 
  __________________________________________________________________________________ 
  __________________________________________________________________________________ 
  __________________________________________________________________________________ 
  __________________________________________________________________________________ 
  __________________________________________________________________________________ 
  __________________________________________________________________________________ 
  __________________________________________________________________________________ 
 
Corrective Action: 
  __________________________________________________________________________________ 
  __________________________________________________________________________________ 
  __________________________________________________________________________________ 
  __________________________________________________________________________________ 
  __________________________________________________________________________________ 
  __________________________________________________________________________________ 
  __________________________________________________________________________________ 
  __________________________________________________________________________________ 
  __________________________________________________________________________________ 
  __________________________________________________________________________________ 
  __________________________________________________________________________________ 
  __________________________________________________________________________________ 
  __________________________________________________________________________________ 
  __________________________________________________________________________________ 
  __________________________________________________________________________________ 
  __________________________________________________________________________________ 
  __________________________________________________________________________________ 
Manager or Person 
In Charge’s Signature: ___________________________________  Date: ________________________ 

Adapted from Jefferson County Public Schools, Kentucky 11/2014 
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Step 2 cont. - Standard Operating Procedures 
Responding to a Physical Hazard Complaint 

 
POLICY:  All school foodservice personnel will respond to a complaint of a physical hazard found in 
food promptly and will show concern for the individual making the complaint. 
 
 
PROCEDURES:   
Employees involved in the production or service of food must observe the following procedures when 
a foreign object or physical hazard is found in food. 
1. Apologize for the inconvenience of finding a foreign object in the food. 
2. Determine if the foreign object did any harm to the individual, such as broke a tooth, cut, etc. 
3. Take the child to the school nurse or appropriate administrator if there was physical harm to the 

child. 
4. Save the object and the box/bag from which it came, if known. 
5. Record the manufacturer, codes, and dates listed on the box. 
6. Report the incident to the unit supervisor/district director, so appropriate follow-up can be done. 
 
 
The manager/person in charge will: 
1. Gather information about the foreign object in food from person affected, staff member 

preparing or serving food, and anyone else who was affected or involved. 
2. Complete the Physical Hazard Incident Report. 
3. Follow up as necessary. 
4. File corrective action in Food Safety Plan / HACCP Plan file. 
 
 
 
DATE IMPLEMENTED: ______________________ BY: __________________________________ 
 
 
DATE REVIEWED: _________________________ BY: __________________________________ 
 
 
DATE REVISED: ___________________________ BY: __________________________________ 
 

Adapted from Jefferson County Public Schools, Kentucky 11/2014 
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Physical Hazard Incident Report 
Date: ______________________                                  Employee: _______________________________ 
Time/meal: ____________________________          Supervisor: _______________________________ 
Child’s name: _______________________________________________________________________ 
Parent/guardian’s name: __________________________ Telephone: __________________________ 
 

Food Item: 
  __________________________________________________________________________________ 
  __________________________________________________________________________________ 
 

Object Description: 
  __________________________________________________________________________________ 
  __________________________________________________________________________________ 
 

Manufacturer’s Product Information: 
  __________________________________________________________________________________ 
  __________________________________________________________________________________ 
  __________________________________________________________________________________ 
 

Summary of Incident: 
  __________________________________________________________________________________ 
  __________________________________________________________________________________ 
  __________________________________________________________________________________ 
  __________________________________________________________________________________ 
 

Description of injury to child: 
  __________________________________________________________________________________ 
  __________________________________________________________________________________ 
  __________________________________________________________________________________ 
 

Bag, label, date, and indicate current storage location of food: 
  __________________________________________________________________________________ 
  __________________________________________________________________________________ 
  __________________________________________________________________________________ 
 

Employee signature: ____________________________________  Date: _______________________ 
 

Corrective action: 
  __________________________________________________________________________________ 
  __________________________________________________________________________________ 
  __________________________________________________________________________________ 
  __________________________________________________________________________________ 
Manager or Person 
In Charge’s Signature: ___________________________________  Date: ________________________ 

Adapted from Jefferson County Public Schools, Kentucky 11/2014 
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Step 2 cont. - Standard Operating Procedures 
Food Safety in Emergency Situations 

 
POLICY:  School district or building emergency plans contain specific procedures to ensure student 
and staff safety in emergency situations.  In case of district or building emergencies, foodservice 
personnel will be knowledgeable about food handling procedures affecting food safety. 
 
PROCEDURES:   
All employees in the foodservice department must:  
1. Follow established procedures related to handling food safely during emergencies. 
2. Maintain confidentiality when security is an issue. 
3. Be aware of implications when the following issues arise: 

a. Menu changes 
b. Staff notification systems – phone trees, etc. 
c. Transportation of food to satellite units – transport and return 
d. Food disposal procedures 

• When food is wholesome but service is not occurring 
• When food is no longer wholesome because of improper holding temperatures, 

fire, smoke, chemicals, fumes, etc. 
 
The foodservice director or foodservice manager/person in charge will: 
1. Develop procedures that address food safety concerns during emergencies. 
2. Instruct staff and review those procedures on regular basis, at least once a year. 
3. Provide specific directions regarding safe food handling for all emergency situations. 
4. Observe all employees to ensure procedures are being followed. 
5. Inform the local health department (or equivalent) if an emergency affecting food safety occurs. 
6. Follow up, as necessary, with employees and food safety professionals. 
7. Evaluate and update procedures as appropriate. 
 
 
DATE IMPLEMENTED: ______________________ BY: __________________________________ 
 
 
DATE REVIEWED: _________________________ BY: __________________________________ 
 
 
DATE REVISED: ___________________________ BY: __________________________________ 
 

Adapted from Jefferson County Public Schools, Kentucky 11/2014 
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Step 2 cont. - Standard Operating Procedures 
Using Time Alone as a Public Health Control to 

Limit Bacteria Growth Time/Temperature Controls For Food Safety (TCS) 
(formerly in Potentially Hazardous Foods) 

 
PURPOSE:  To prevent foodborne illness by ensuring that TCS foods are not held in the temperature 
danger zone for more than 4-hours before being cooked or served. 
 
SCOPE:  This procedure applies to foodservice employees that handle, prepare, cook, and serve food. 
 
KEY WORDS:  Temperatures, Holding, Time As a Public Health Control 
 
PROCEDURES:   
1. Train foodservice employees on using the procedures in this SOP.  Refer to the using and 

Calibrating Thermometers SOP. 
2. Follow State or local health department requirements. 
3. If State or local health department requirements are based on the 2009 FDA Food Code, establish 

written procedures that clearly identify the: 
• Specific foods for which time rather than temperature will be used to limit bacteria 

growth. 
• Corrective procedures that are followed to ensure that foods are cooled properly.  Refer 

to the Cooling TCS SOP. 
• Marking procedures used to indicate the time that is 4-hours past the point when the food 

is removed from temperature control, such as an oven or refrigerator. 
• Procedures that are followed when food is in the danger zone for greater than 4-hours. 

4. Cook raw TCS within 4-hours past the point when the food is removed from temperature control. 
5. Serve or discard cooked or ready-to-eat food within 4-hours past the time when the food is 

removed from temperature control. 
6. Avoid mixing different batches of food together in the same container.  If different batches of 

food are mixed together in the same container, use the time associated with the first batch of 
food as the time by which to cook, serve, or discard all the food in the container. 

 
MONITORING:   

1. Foodservice employees will continually monitor that foods are properly marked or identified 
with the time that is 4-hours past the point when the food is removed from temperature 
control. 

2. Foodservice employees will continually monitor that foods are cooked, served, or discarded 
by the indicated time. 

 
CORRECTIVE ACTION:   
1. Retrain any foodservice employee found not following the procedures in this SOP. 
2. Discard unmarked or unidentified food or food that is noted to exceed the 4-hour limit. 
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VERIFICATION AND RECORD KEEPING: 
Foodservice employees will mark or otherwise identify food as specified in the Instructions Section of 
this SOP.  The foodservice manager/person in charge will verify that foodservice employees are 
following this procedure by visually monitoring foodservice employees and food handling during the 
shift.  The foodservice manager/person in charge will complete the Food Safety Checklist daily.  The 
Food Safety Checklist is to be kept on file for a minimum of 1 year. 
 
 
DATE IMPLEMENTED: ______________________ BY: __________________________________ 
 
 
DATE REVIEWED: _________________________ BY: __________________________________ 
 
 
DATE REVISED: ___________________________ BY: __________________________________ 
 

Provided by Margie Bowers, Rogers School District 
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Step 2 cont. - Standard Operating Procedures 
Reheating Food (Leftovers) 

 
PURPOSE:  To prevent foodborne illness by ensuring that all foods and cooked to the appropriate 
internal temperatures. 
 
SCOPE:  This procedure applies to food service employees who prepare or serve food. 
 
KEY WORDS: Cross-Contamination, Temperatures, Cooking 
 
PROCEDURES:   
1. Remove leftover food from the freezer/refrigerator. 
2. Check the temperature of the food to make sure it is lower than 41°F using a calibrated 

thermometer. 
3. Reheat the food products to 165°F , for 2 hours, using an oven, stove, or steamer.  Product must 

hold temp of 165°F for 15 seconds before recording final temp on Cooking/Reheating 
Temperature Chart.  The goal is to take the food through the temperature danger zone (41°F - 
135°F) as quickly as possible. 

4. Serve the food immediately, or place the food in a steam table or in a pre-heated hot cart and 
recheck temperature to make sure temperature is at or above 135°F. 

5. Check the temperature of the food before serving if the food has been held. 
6. Discard any TCS foods held in the temperature danger zone for more than 4 hours.  This includes 

time during receiving, storage, preparation, cooking, holding, cooling, and reheating the food.  
This should be noted on the Cooking/Reheating Temperature Chart. 

7. Reheat foods only once, as putting food through the temperature danger zone increases its 
susceptibility to growth of pathogens. 

 
The Manager/Person in Charge will: 
1. Check temperatures of randomly selected reheated items to be certain 165°F was achieved and 

that the product is held at 135°F or higher. 
2. Review temperature logs to assure proper reheating temperatures are achieved. 
3. Follow up as necessary and document corrective action. 
4. File temperature logs with HACCP records. 
 
 
DATE IMPLEMENTED: ______________________ BY: __________________________________ 
 
 
DATE REVIEWED: _________________________ BY: __________________________________ 
 
 
DATE REVISED: ___________________________ BY: __________________________________ 
 

Adapted from Jefferson County Public Schools, Kentucky 11/2014 
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Step 2 cont. - Standard Operating Procedures 
Laundry and Linen Use 

 
PURPOSE:  All employees will ensure that clean and sanitized cloths, towels, aprons, table linens, and 
mop heads are used at appropriate intervals during the work period. 
 
PROCEDURES:   
Linens used in the foodservice department for purposes of cleaning and sanitizing are not used in 
other areas of the school.  Linens should be kept separate by functional use to minimize risk of cross 
contamination.  If a laundry service is used it is within guidelines.  If a laundry service is not available, 
linens must be cleaned on site.  All employees in foodservice must: 
1. Use wiping cloths and other cleaning cloths for purposes of cleaning and sanitizing, as needed. 
2. Change cloths and aprons every 4-hours to minimize the risk of cross contamination.  Soiled 

cleaning linens and aprons should be placed in a designated container by use and taken to the 
laundry area at the end of each shift. 

3. Place soiled table linens in a designated container for transportation to the laundry at the end of 
each meal period. 

4. Transfer wet mop heads to separate designated container to be taken to the laundry at the end of 
each shift.  This will minimize mold growth and infestation by pests. 

5. Remember, mop heads are to be kept separate from other linens. 
 
In the laundry, the following procedures are recommended: 
1. Linens should be washed in temperatures appropriate for color and type of fabric; generally wash 

water of 120°F is recommended. 
2. Detergent appropriate for water type is recommended.  Other cleaning agents might include a 

pre-soak solution and a product to minimize mold growth, particularly in humid conditions. 
3. Clean and soiled linens are to be kept separate in the laundry.  Employees should wash their 

hands prior to handling clean linens. 
4. Any linen that comes in contact with human blood or other bodily fluids should be earmarked for 

special treatment in the laundry.  This special treatment would include soaking in a chlorine 
bleach solution and washing in a separate load. 

5. Best practice is to avoid linen contact with food. 
 
The manager/person in charge will: 
1. Provide sufficient containers to store clean and soiled linens separately. 
2. Provide appropriate cleaning agents to effectively clean all items laundered. 
3. Monitor all employees to ensure that they are following procedures. 
4. Follow up as necessary. 
 
DATE IMPLEMENTED: ______________________ BY: __________________________________ 
 
DATE REVIEWED: _________________________ BY: __________________________________ 
 
DATE REVISED: ___________________________ BY: __________________________________ 

Adapted from Jefferson County Public Schools, Kentucky 11/2014 
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Step 2 cont. - Standard Operating Procedures 
Visitors in Foodservice 

 
PURPOSE:  Visitors (including students, non-production staff, vendors, and volunteers) in the 
foodservice department will be kept to a minimum.  When visitors are present, they must adhere to 
the food safety practices followed in the department. 
 
PROCEDURES:   
 
The foodservice manager/person in charge and employees must: 

1. Limit the access of visitors in the food production areas. 
2. Provide hair restraints for all visitors to food production areas. 
3. Ask all visitors to wash their hands following foodservice operation’s procedures. 

 
The foodservice manager/person in charge will: 
1. Post signs to inform all visitors of the following procedures: 

• Limited access to foodservice production areas 
• Location of and proper use of hair restraints. 
• Location of and proper use of hand washing stations. 

2. Monitor visitors in production areas to ensure that procedures are followed. 
 
 
 
DATE IMPLEMENTED: ______________________ BY: __________________________________ 
 
 
DATE REVIEWED: _________________________ BY: __________________________________ 
 
 
DATE REVISED: ___________________________ BY: __________________________________ 
 

Adapted from Jefferson County Public Schools, Kentucky 11/2014 
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Process approach to HACCP – 3 Steps Recipes 

Recipe No. Recipe No 
Cook 

Same 
day 

cook & 
serve 

Complex Critical Control Points and Control Measures 

ADE-B-101 Bread Basket X   N/A 
ADE-B-104 Bread, White X   N/A 
ADE-B-110 Crackers X   N/A 
ADE-B-113 Graham Crackers X   N/A 
ADE-B-118 Corn Chips, Plain X   N/A 
ADE-B-119 Italian Bread Sticks  X  N/A 
ADE-B-121 Pretzels X   N/A 
ADE-B-120 Potato Chips, Baked X   N/A 
ADE-B-123 Tortilla Chips X   N/A 
ADE-C-101 Banana Pudding X   N/A 
ADE-C-104 Cowboy Cookies  X  N/A 
ADE-C-106 Fruit Cocktail Cake  X  N/A 
ADE-C-107 Cherry Pillows  X  N/A 
ADE-C-18 Fortune Cookie X   N/A 
ADE-C-110 Gelatin, Assorted X   N/A 
ADE-C-111 Lemon Icebox Pie X   N/A 
ADE-C-113 Gelatin with Fruit X   N/A 
ADE-C-116 Gelatin, Orange/Strawberry X   N/A 
ADE-C-119 Marshmallow Rice Squares X   N/A 
ADE-C-122 Merry Berry Cake  X  N/A 
ADE-C-124 Choc Oatmeal No Bake X   N/A 
ADE-C-126 Peanut Butter No Bake X   N/A 
ADE-C-128 Pineapple Pleasure X   N/A 
ADE-C-129 Strawberry Fruited Gelatin X   N/A 
ADE-C-131 Strawberry Shortcake  X  N/A 
ADE-C-132 Sugar Cookies  X  N/A 
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Process approach to HACCP – 3 Steps Recipes 

Recipe No. Recipe No 
Cook 

Same 
day 

cook & 
serve 

Complex Critical Control Points and Control Measures 

ADE-D-104 
Beef Steak Strips 

 X  Cook according to manufactures instructions. 
 Hold at 135°F or greater. 

ADE-D-105 Cheese Sticks – 1oz X   Hold at 41°F or below. 
ADE-D-106 Cheese Sticks – 2oz X   Hold at 41°F or below. 
ADE-D-107 

Burrito, Red Chili 
 X  Cook according to manufactures instructions.  

Hold at 135°F or greater. 
ADE-D-108 Chef Salad   X Cook eggs.  Cool.  Hold at 41°F or below 
ADE-D-109 

Chicken Fried Steak 
 X  Cook according to manufactures instructions.  

Hold at 135°F or greater. 
ADE-D-110 

Chicken Nuggets 
 X  Cook according to manufactures instructions.  

Hold at 135°F or greater. 
ADE-D-113 

Chicken Rings 
 X  Cook according to manufactures instructions.  

Hold at 135°F or greater. 
ADE-D-114 Chicken Parmesan w/spag.  X  Critical Control Point 165°F.  Hold at 135°F 
ADE-D-116 Chicken Spaghetti  X  Critical Control Point 165°F.  Hold at 135°F 
ADE-D-117 

Chicken Strips 
 X  Cook according to manufactures instructions.  

Hold at 135°F or greater. 
ADE-D-120 Chicken Taco Salad  X  Hold at 41°F or below. 
ADE-D-125 

Corn Dog – 4oz 
 X  Cook according to manufactures instructions.  

Hold at 135°F or greater. 
ADE-D-128 

Corn Dog / Turkey 
 X  Cook according to manufactures instructions.  

Hold at 135°F or greater. 
ADE-D-131 

Mini Corn Dogs 
 X  Cook according to manufactures instructions.  

Hold at 135°F or greater. 
ADE-D-134 

Chicken Crispito 
 X  Cook according to manufactures instructions.  

Hold at 135° F or greater. 
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Process approach to HACCP – 3 Steps Recipes 

Recipe No. Recipe No 
Cook 

Same 
day 

cook & 
serve 

Complex Critical Control Points and Control Measures 

ADE-D-135 
Chicken Fajita Wrap 

 X  Cook according to manufacturer’s instructions.   
Hold at 135°F 

ADE-D-136 
Egg Roll 

 X  Cook according to manufacturer’s instructions.   
Hold at 135°F 

ADE-D-140 
Nautical Fish Shapes 

 X  Cook according to manufacturer’s instructions.   
Hold at 135°F 

ADE-D-143 
Fish Strips 

 X  Cook according to manufacturer’s instructions.   
Hold at 135°F 

ADE-D-146 
Baked Ham 

  X Cook to 145°F, Cool 135°F to 70°F within 2-Hours; 70°F to 41°F within 4-
Hours.  Reheat to 165°F for 15 seconds 

ADE-D-147 Tortilla Chili Pie  X  On-site-Cook to 155°F; canned 165°F.  Hold at 135°F or greater 
ADE-D-149 Mexican Chicken   X Cook to 165°F or greater. 
ADE-D-152 Pizza Pocket  X  Cook meat to 145°F for 15 seconds.  Hold at 1315°F or greater. 
ADE-D-155 

Pepperoni Pizza Wedge 
 X  Cook according to manufacturer’s instructions.   

Hold at 135°F 
ADE-D-158 

Cheese Pizza Wedge 
 X  Cook according to manufacturer’s instructions.   

Hold at 135°F 
ADE-D-161 

Sausage Pizza Wedge 
 X  Cook according to manufacturer’s instructions.   

Hold at 135°F 
ADE-D-163 

Pork Patty 
 X  Cook according to manufacturer’s instructions.   

Hold at 135°F 
ADE-D-168 Potato Bar  X  Cook potatoes to 135°F for 15 Seconds.  Hold at 135°F or greater 
ADE-D-170 Salad Bar X   Hold at 41°F or below. 
ADE-D-173 

Steakfingers 
 X  Cook according to manufacturer’s instructions.   

Hold at 135°F 
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Process approach to HACCP – 3 Steps Recipes 

Recipe No. Recipe No 
Cook 

Same 
day 

cook & 
serve 

Complex Critical Control Points and Control Measures 

ADE-D-176 
Baked Turkey with Gravy 

  X Cook to 145°F; Cool 135°F to 70°F within 2-Hours; 70°F to 41°F within 4-
Hours.  Reheat to 165°F for 15 seconds 

ADE-D-179 Fruited Yogurt X   Hold at 41°F or below. 
ADE-E-101 Cabbage Slaw X   Hold at 41°F or below. 
ADE-E-102 Cole Slaw X   Hold at 41°F or below. 
ADE-E-103 Confetti Cole Slaw X   Hold at 41°F or below. 
ADE-E-104 Shredded Lettuce & Tomato X   Hold at 41°F or below. 
ADE-E-105 Mandarin Orange Salad X   Hold at 41°F or below. 
ADE-E-107 Mixed Green Salad X   Hold at 41°F or below. 
ADE-E-110 Pear/Pineapple Salad X   Hold at 41°F or below. 
ADE-E-114 Garden Salad X   Hold at 41°F or below. 
ADE-E-115 Sandwich Salad cup X   Hold at 41°F or below. 
ADE-E-116 Spinach Salad X   Hold at 41°F or below. 
ADE-E-117 Sandwich Trimmings X   Hold at 41°F or below. 
ADE-E-118 Green Salad X   Hold at 41°F or below. 
ADE-E-120 Ranch Dressing – Fat Free X   Hold at 41°F or below. 
ADE-E-122 Cole Slaw Dressing X   Hold at 41°F or below. 
ADE-F-100 

BBQ Sandwich 
 X  Cook according to manufacturer’s instructions.   

Hold at 135°F 
ADE-F-101 

Steak Sandwich 
 X  Cook according to manufacturer’s instructions.   

Hold at 135°F 
ADE-F-104 

Roast Beef Sand, Open-Face 
  X Cook to 145°F; Cool 135°F to 70°F within 2-Hours; 70°F to 41°F within 4-

Hours.  Reheat to 165°F for 15 seconds 
ADE-F-107 Cheeseburger on Bun  X  Cook according to manufacturer’s instructions.  Hold at 135°F 
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Process approach to HACCP – 3 Steps Recipes 

Recipe No. Recipe No 
Cook 

Same 
day 

cook & 
serve 

Complex Critical Control Points and Control Measures 

ADE-F-110 
Chicken Patty Sandwich 

 X  Cook according to manufacturer’s instructions. Hold at 135°F or 
greater. 

ADE-F-113 Chicken Salad Pita X   Hold at 41°F or below. 
ADE-F-114 Grilled Cheese Sandwich–1oz  X  Hold at 135°F or greater. 
ADE-F-115 Grilled Cheese Sandwich-1.5oz  X  Hold at 135°F or greater. 
ADE-F-116 Grilled Cheese Sandwich-2oz  X  Hold at 135°F or greater. 
ADE-F-119 Ham and Cheese Sandwich  X  Hold at 41°F or below. 
ADE-F-122 

Hamburger on Bun 
 X  Cook according to manufacturer’s instructions. Hold at 135°F or 

greater. 
ADE-F-125 

Hoagie Sandwich 
 X  Cook to 145°F; Cool 135°F to 70°F within 2-Hours; 70°F to 41°F within 

4-Hours. Reheat to 165°F for 15 seconds. 
ADE-F-128 

Hot Dog on Bun 
 X  Cook according to manufacturer’s instructions. Hold at 135°F or 

greater. 
ADE-F-131 Peanut Butter & Jelly Sandwich X    
ADE-F-133 Peanut Butter Sandwich X    
ADE-F-134 

Rib Pattie Sandwich 
 X  Cook according to manufacturer’s instructions. Hold at 135°F or 

greater. 
ADE-F-137 

Turkey Club Sandwich 
  X Cook to 165°F; Cool 135°F to 70°F within 2-Hours; 70°F to 41°F within 

4-Hours.  Reheat to 165°F for 15 Seconds 
ADE-F-140 

Turkey Sandwich 
  X Cook to 165°F; Cool 135°F to 70°F within 2-Hours; 70°F to 41°F within 

4-Hours.  Reheat to 165°F for 15 Seconds 
ADE-F-142 

Chili Dog – turkey 
 X  Cook according to manufacturer’s instructions. Hold at 135°F or 

greater. 
ADE-F-144 

Chili Dog – Beef/Pork 
 X  Cook according to manufacturer’s instructions. Hold at 135°F or 

greater. 
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Process approach to HACCP – 3 Steps Recipes 

Recipe No. Recipe No 
Cook 

Same 
day 

cook & 
serve 

Complex Critical Control Points and Control Measures 

ADE-F-146 
Turkey Hot Dog 

 X  Cook according to manufacturer’s instructions. Hold at 135°F or 
greater. 

ADE-G-104 Caramel Topping X    
ADE-G-108 Cranberry Sauce X    
ADE-H-114 Taco Soup  X  Cook meat to 145°F for 15 Seconds.  Hold at 135°F or greater 
ADE-I-101 Apple Wedges-3 X   Hold at 41°F or below. 
ADE-I-104 Apple Wedges-6 X   Hold at 41°F or below. 
ADE-I-107 Fresh Apple X   Hold at 41°F or below. 
ADE-I-110 Rosey Applesauce X    
ADE-I-111 Sweetened Applesauce X    
ADE-I-112 Spiced Apples  X  Cook to 135°F for 15 Seconds.  Hold at 135°F or greater 
ADE-I-113 Banana Slices X   Hold at 41°F or below. 
ADE-I-116 Blushing Pears X    
ADE-I-122 Frozen Fruit Bar X    
ADE-I-125 Fruit Cocktail X   Hold at 41°F or below. 
ADE-I-128 Fresh Fruit Cup X   Hold at 41°F or below. 
ADE-I-131 Assorted  Fresh Fruit X   Hold at 41°F or below. 
ADE-I-134 Fresh Grapes X   Hold at 41°F or below. 
ADE-I-136 Fresh Orange X   Hold at 41°F or below. 
ADE-I-137 Orange Smiles X   Hold at 41°F or below. 
ADE-I-140 Peaches, Frozen X    
ADE-I-143 Pear Halves X    
ADE-I-146 Pineapple Tidbits X    
ADE-I-152 Pineapple/Banana Cup X   Hold at 41°F or below. 
ADE-I-155 Strawberries and Bananas X   Hold at 41°F or below. 
ADE-I-158 Fresh Strawberries X   Hold at 41°F or below. 
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Process approach to HACCP – 3 Steps Recipes 

Recipe No. Recipe No 
Cook 

Same 
day 

cook & 
serve 

Complex Critical Control Points and Control Measures 

ADE-I-161 Frozen Strawberries X    
ADE-I-162 Watermelon Wedges X   Hold at 41°F or below. 
ADE-I-164 Black-Eyed Peas  X  Cook to 135°F for 15 Seconds.  Hold at 135°F or greater 
ADE-I-167 Seasoned Broccoli  X  Cook to 135°F for 15 Seconds.  Hold at 135°F or greater 
ADE-I-170 Raw Broccoli with Dip X   Hold at 41°F or below. 
ADE-I-173 Steamed Broccoli  X  Cook to 135°F for 15 Seconds.  Hold at 135°F or greater 
ADE-I-176 California Blend Vegetables  X  Cook to 135°F for 15 Seconds.  Hold at 135°F or greater 
ADE-I-179 Carrots/Celery w/Dip-2 sticks X   Hold at 41°F or below. 
ADE-I-182 Carrots/Celery w/Dip-4 sticks X   Hold at 41°F or below. 
ADE-I-183 Carrot Sticks X   Hold at 41°F or below. 
ADE-I-184 Seasoned Sliced Carrots, Frozen  X  Cook to 135°F for 15 Seconds.  Hold at 135°F or greater 
ADE-I-185 Seasoned Carrots, Canned  X  Cook to 135°F for 15 Seconds.  Hold at 135°F or greater 
ADE-I-191 Corn on the Cob  X  Cook to 135°F for 15 Seconds.  Hold at 135°F or greater 
ADE-I-192 Seasoned Corn, Canned  X  Cook to 135°F for 15 Seconds.  Hold at 135°F or greater 
ADE-I-194 Seasoned Corn, Frozen  X  Cook to 135°F for 15 Seconds.  Hold at 135°F or greater 
ADE-I-197 French Fries, Oven  X  Cook to 135°F for 15 Seconds.  Hold at 135°F or greater 
ADE-I-198 French Fries, Fried  X  Cook to 135°F for 15 Seconds.  Hold at 135°F or greater 
ADE-I-200 Great Northern Beans  X  Cook to 135°F for 15 Seconds.  Hold at 135°F or greater 
ADE-I-201 French Style Green Beans  X  Cook to 135°F for 15 Seconds.  Hold at 135°F or greater 
ADE-I-202 Seasoned Green Beans, Frozen  X  Cook to 135°F for 15 Seconds.  Hold at 135°F or greater 
ADE-I-203 Seasoned Green Beans, Canned  X  Cook to 135°F for 15 Seconds.  Hold at 135°F or greater 
ADE-I-204 Seasoned Greens  X  Cook to 135°F for 15 Seconds.  Hold at 135°F or greater 
ADE-I-205 Green Beans with Onions  X  Cook to 135°F for 15 Seconds.  Hold at 135°F or greater 
ADE-I-206 Mixed Vegetables, Frozen  X  Cook to 135°F for 15 Seconds.  Hold at 135°F or greater 
ADE-I-209 Mixed Vegetables, Canned  X  Cook to 135°F for 15 Seconds.  Hold at 135°F or greater 
ADE-I-212 Breaded Okra, Fried  X  Cook to 135°F for 15 Seconds.  Hold at 135°F or greater 
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Process approach to HACCP – 3 Steps Recipes 

Recipe No. Recipe No 
Cook 

Same 
day 

cook & 
serve 

Complex Critical Control Points and Control Measures 

ADE-I-215 Seasoned Peas and Carrots  X  Cook to 135°F for 15 Seconds.  Hold at 135°F or greater 
ADE-I-216 Seasoned Green Peas, Canned  X  Cook to 135°F for 15 Seconds.  Hold at 135°F or greater 
ADE-I-2118 Seasoned Green Peas, Frozen  X  Cook to 135°F for 15 Seconds.  Hold at 135°F or greater 
ADE-I-220 Dill Pickle Slices X    
ADE-I-221 Dill Pickle Spears X    
ADE-I-224 Seasoned Pinto Beans  X  Cook to 135°F for 15 Seconds.  Hold at 135°F or greater 
ADE-I-226 Potato Puffs  X   
ADE-I-229 Potato Wedges  X   
ADE-I-232 Mashed Potatoes  X  Cook to 135°F for 15 Seconds.  Hold at 135°F or greater 
ADE-I-233 Raw Veggie Strips X   Hold at 41°F or below. 
ADE-I-235 Refried Beans, Canned  X  Cook to 135°F for 15 Seconds.  Hold at 135°F or greater 
ADE-I-236 Salsa X    
ADE-I-241 Sweet Potato Crunch  X  Cook to 135°F for 15 Seconds.  Hold at 135°F or greater 
ADE-J-101 Barbeque Sauce Pkt X    
ADE-J-102 Cinnamon Roll Glaze X    
ADE-J-104 Potato Chips X    
ADE-J-108 Honey Pkt X    
ADE-J-109 Hot Sauce Pkt X    
ADE-J-111 Ketchup Pkt X    
ADE-J-114 Mayonnaise, Reduced Fat Pkt X    
ADE-J-115 Mayonnaise Pkt X    
ADE-J-117 Mustard Pkt X    
ADE-J-118 Relish Pkt X    
ADE-J-120 Sweet and Sour Sauce Pkt X    
ADE-J-126 Whipped Topping, Purchased X   Hold at 41°F or below. 
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Process approach to HACCP – USDA Recipes 

Recipe No. Recipe No 
Cook 

Same 
day 

cook & 
serve 

Complex Critical Control Points and Control Measures 

USDA D-11 
Barbequed Chicken 

 X  Heat to 165°F or higher for at least 15seconds.  Hold for hot service at 
135°F or higher. 

USDA D-12 
Beef or Pork Burrito 

 X  Heat to 165°F or higher for at least 15seconds.  Hold for hot service at 
135°F or higher. 

USDA D-
12A Bean Burrito 

 X  Heat to 165°F or higher for at least 15seconds.  Hold for hot service at 
135°F or higher. 

USDA D-
12B 

Beef or Pork Burrito (Using 
Canned Meats) 

 X  Heat to 165°F or higher for at least 15seconds.  Hold for hot service at 
135°F or higher. 

USDA D-13 
Beef or Pork Taco 

 X  Heat to 155°F for at least 15seconds.  Hold for hot service at 135°F or 
higher. 

USDA D-
13A Bean Taco 

 X  Heat to 155°F for at least 15seconds.  Hold for hot service at 135°F or 
higher. 

USDA D-
13B 

Beef or Pork Taco (Using 
Canned Meats) 

 X  Heat to 140°F for at least 15 seconds.  Hold for hot service at 135°F or 
higher 

USDA D-
13C Chicken or Turkey Taco 

 X  Heat to 165°F or higher for at least 15seconds.  Hold for hot service at 
135°F or higher. 

USDA D-14 
Beef Stew 

 X  Heat to 165°F or higher for at least 15seconds.  Hold for hot service at 
135°F or higher. 

USDA D-15 
Beef Tamale Pie 

 X  Heat to 165°F or higher for at least 15seconds.  Hold for hot service at 
135°F or higher. 

USDA D-
15A 

Beef and Bean Tamale Pie 

  X Heat to 155°F for at least 15seconds.  Cool to 70°F within 2-Hours and 
from 70°F to 41°F or lower within additional 4-Hours.  Heat to 165°F 
or higher for at least 15 seconds.  Hold for hot service at 135°F or 
higher 
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Process approach to HACCP – USDA Recipes 

Recipe No. Recipe No 
Cook 

Same 
day 

cook & 
serve 

Complex Critical Control Points and Control Measures 

USDA D-
15B Chicken or Turkey Tamale Pie 

  X 
 

USDA D-16 
Chicken or Turkey a la King 

 X  Heat to 165°F or higher for at least 15seconds.  Hold for hot service at 
135°F or higher. 

USDA D-17 
Chicken or Turkey and Noodles 

 X  Heat to 165°F or higher for at least 15seconds.  Hold for hot service at 
135°F or higher. 

USDA D-18 
Chicken or Turkey chop Suey 

 X  Heat to 165°F or higher for at least 15seconds.  Hold for hot service at 
135°F or higher. 

USDA D-19 
Chicken or Turkey Pot Pie 

 X  Heat to 165°F or higher for at least 15seconds.  Hold for hot service at 
135°F or higher. 

USDA D-20 

Chili con Carne with Beans 

 X  Heat to 155°F or higher for at least 15seconds OR if using previously 
cooked and chilled beans: Heat to 165°F or higher for at least 15 
Seconds.  Hold for hot service at 135°F or higher. 

USDA D-21 
Country Fried Steak 

 X  Heat to 155°F or higher for at least 15seconds.  Hold for hot service at 
135°F or higher. 

USDA D-22 Ground Beef and macaroni 
(with Mexican Seasoning) 

 X  Heat to 155°F or higher for at least 15seconds.  Hold for hot service at 
135°F or higher. 

USDA D-23 
Ground Beef and Spanish Rice 

 X  Heat to 155°F or higher for at least 15seconds.  Hold for hot service at 
135°F or higher. 

USDA D-24 
Ground Beef Stroganoff 

 X  Heat to 155°F or higher for at least 15seconds.  Hold for hot service at 
135°F or higher. 

USDA D-25 
Lasagna with Ground Beef 

 X  Heat to 165°F or higher for at least 15seconds.  Hold for hot service at 
135°F or higher. 

USDA D-
25A 

Lasagna with Ground Pork and 
Ground Beef 

 X  Heat to 165°F or higher for at least 15seconds.  Hold for hot service at 
135°F or higher. 
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Process approach to HACCP – USDA Recipes 

Recipe No. Recipe No 
Cook 

Same 
day 

cook & 
serve 

Complex Critical Control Points and Control Measures 

USDA D-26 
Macaroni and Cheese 

 X  Heat to 140°F for at least 15 seconds.  Hold for hot service at 135°F or 
higher.  Heat to 165°F or higher for at least 15 seconds. 

USDA D-27 

Meat Loaf 

 X  Heat to 155°F or higher for at least 15 seconds OR if using homemade 
stock, CCP:  Heat to 165°F or higher for at least 15seconds.  Hold for 
hot service at 135°F or higher. 

USDA D-
27A 

Meat Balls 

 X  Heat to 155°F or higher for at least 15 seconds OR if using homemade 
stock, CCP:  Heat to 165°F or higher for at least 15 seconds.  Hold for 
hot service at 135°F or higher. 

USDA D-28 
Nachos with Ground Beef 

 X  Heat to 155°F or higher for at least 15 seconds.  Hold for hot service 
at 135°F or higher. 

USDA D-29 
Oven Fried Chicken 

 X  Heat to 165°F or higher for at least 15 seconds.  Hold for hot service 
at 135°F or higher. 

USDA D-39 Pizza with Cheese Topping  X  Hold at 135°F or higher 
USDA D-
30A Vegetable Pizza 

 X  
Hold at 135°F or higher 

USDA D-31 
Pizza with Ground Beef topping 

 X  Heat to 155°F or higher for at least 15 seconds.  Hold for hot service 
at 135°F or higher. 

USDA D-
31A Pizza with Ground Pork topping 

 X  Heat to 155°F or higher for at least 15 seconds.  Hold for hot service 
at 135°F or higher. 

USDA D-32 
Quiche with Self-Forming Crust 

 X  Heat to at least 145°F for 3 minutes.  Hold for hot service at 135°F or 
higher. 

USDA D-33 
Salisbury Steak 

 X  Heat to 165°F or higher for at least 15 seconds.  Hold for hot service 
at 135°F or higher. 

USDA D-34 
Scrambled Eggs 

 X  Heat to at least 145°F for 3 minutes.  Hold for hot service at 135°F or 
higher. 

USDA D-35 
Spaghetti and Meat Sauce 

 X  Heat to 155°F or higher for at least 15 seconds.  Hold for hot service 
at 135°F or higher. 
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Process approach to HACCP – USDA Recipes 
Recipe No. Recipe No 

Cook 

Same 
day cook 
& serve 

Complex Critical Control Points and Control Measures 

USDA D-
35A 

Spaghetti and Meat Sauce 
(Ground Beef and Ground Pork) 

 X  Heat to 155°F or higher for at least 15 seconds.  Hold for hot service 
at 135°F or higher. 

USDA D-36 
Sweet and Sour Pork 

 X  Heat to 165°F or higher for at least 15 seconds.  Hold for hot service 
at 135°F or higher. 

USDA D-37 
Turkey and Noodles 

 X  Heat to 165°F or higher for at least 15 seconds.  Hold for hot service 
at 135°F or higher. 

USDA D-38 
Turkey and Dressing Supreme 

 X  Heat to 165°F or higher for at least 15 seconds.  Hold for hot service 
at 135°F or higher. 

USDA D-39 
Chicken Stir-Fry 

 X  Heat to 165°F or higher for at least 15 seconds.  Hold for hot service 
at 135°F or higher. 

USDA D-
39A Beef Stir-Fry 

 X  Heat to 165°F or higher for at least 15 seconds.  Hold for hot service 
at 135°F or higher. 

USDA D-
39B Pork Stir-Fry 

 X  Heat to 165°F or higher for at least 15 seconds.  Hold for hot service 
at 135°F or higher. 

USDA D-40 
Chicken Fajitas 

 X  Heat to 165°F or higher for at least 15 seconds.  Hold for hot service 
at 135°F or higher. 

USDA D-41 
Chicken Tomato Bake 

 X  Heat to 165°F or higher for at least 15 seconds.  Hold for hot service 
at 135°F or higher. 

USDA D-42 
Chicken Tetrazzini 

 X  Heat to 165°F or higher for at least 15 seconds.  Hold for hot service 
at 135°F or higher. 

USDA D-43 
Beef Shepherds’ Pie 

 X  Heat to 165°F or higher for at least 15 seconds.  Hold for hot service 
at 135°F or higher. 

USDA D-44 
Honey-Lemon Chicken 

 X  Heat to 165°F or higher for at least 15 seconds.  Hold for hot service 
at 135°F or higher. 

USDA D-45 
Beef Taco Pie 

 X  Heat to 165°F or higher for at least 15 seconds.  Hold for hot service 
at 135°F or higher. 

USDA D-
45A Taco Pie with Salad Topping 

 X  Heat to 165°F or higher for at least 15 seconds.  Hold for hot service 
at 135°F or higher. 
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Process approach to HACCP – USDA Recipes 

Recipe No. Recipe No 
Cook 

Same 
day 

cook & 
serve 

Complex Critical Control Points and Control Measures 

USDA D-
45B Taco Pie with Beans 

 X  Heat to 165°F or higher for at least 15 seconds.  Hold for hot service 
at 135°F or higher. 

USDA D-46 
Baked Cajun Fish 

 X  Heat to 145°F or higher for at least 15 seconds.  Hold for hot service 
at 135°F or higher. 

USDA D-47 
Baked Fish Scandia 

 X  Heat to 145°F or higher for at least 15 seconds.  Hold for hot service 
at 135°F or higher. 

USDA D-48 Arroz con Queso (Rice with 
Cheese) 

 X  Heat to 140°F or higher for at least 15 seconds.  Hold for hot service 
at 135°F or higher. 

USDA D-49 
Vegetable Chili 

 X  Heat to 140°F or higher for at least 15 seconds.  Hold for hot service 
at 135°F or higher. 

USDA D-50 
Vegetable Lasagna 

 X  Heat to 165°F or higher for at least 15 seconds.  Hold for hot service 
at 135°F or higher. 

USDA D-51 
New Macaroni and Cheese 

 X  Heat to 140°F or higher for at least 15 seconds.  Hold for hot service 
at 135°F or higher. 

USDA D-52 Vegetable Quesadilla  X  None 
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Process approach to HACCP – USDA Recipes (FNS-441 September 2013) 

Recipe No. Main Dishes 
Recipe 

No 
Cook 

Same 
day 

cook & 
serve 

Complex Critical Control Points and Control Measures 

USDA D-
53R Chic’ Penne 

 X  Heat to 165°F or higher for at least 15 seconds.  Hold for hot service 
at 135°F or higher. 

USDA D-
54R Chicken Alfredo with a Twist 

 X  Hold Pasta at 135°F or higher.  Heat to 165°F or higher for at least 15 
seconds.  Hold for hot service at 135°F or higher. 

USDA D-
55R Chicken Curry Casserole 

 X  Heat to 165°F or higher for at least 15 seconds.  Hold for hot service 
at 135°F or higher. 

USDA D-
56R Rainbow Rice 

 X  Heat to 165°F or higher for at least 15 seconds.  Hold for hot service 
at 135°F or higher. 

USDA D-
57R 

Stir Fried Green Rice, Eggs, 
Ham 

 X  Heat to 165°F or higher for at least 15 seconds.  Hold for hot service 
at 135°F or higher. 

USDA D-
60R 

Stir-Fry Fajita Chicken, Squash, 
and Corn 

 X  Heat to 165°F or higher for at least 15 seconds.  Hold for hot service 
at 135°F or higher. 

USDA D-
58R Smokin’ Powerhouse Chili 

 X  Heat to 135°F or higher for at least 15 seconds.  Hold for hot service 
at 135°F or higher. 

USDA D-
59R Squish Squash Lasagna 

 X  Heat to 135°F or higher for at least 15 seconds.  Hold for hot service 
at 135°F or higher. 

USDA D-
61R Eagle Pizza 

 X  Heat to 135°F or higher for at least 15 seconds.  Hold for hot service 
at 135°F or higher. 

USDA D-
62R Fiesta Mexican Lasagna 

 X  
 

USDA D-
63R Vegetable Chili Boat 

 X  Heat to 135°F or higher for at least 15 seconds.  Hold for hot service 
at 135°F or higher. 
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Process approach to HACCP – USDA Recipes (FNS-441 September 2013) 

Recipe No. Sandwich 
Recipe 

No 
Cook 

Same 
day 

cook & 
serve 

Complex Critical Control Points and Control Measures 

USDA F-
10R Porcupine Sliders 

 X  Cool to 41°F or lower within 4-Hours.  Heat to 165°F or higher for at 
least 15 seconds.  Hold for hot service at 135°F or higher. 

USDA F-
11R Bok Choy Wrappers 

 X  Heat to 165°F or higher for at least 15 seconds.  Hold for hot service 
at 135°F or higher. 

USDA F-
13R Roasted Fish Crispy Slaw Wrap 

 X  Heat to 145°F or higher for at least 15 seconds.  Hold for hot service 
at 135°F or higher. 

USDA F-
14R Fiesta Wrap 

 X  Heat to 135°F or higher for at least 15 seconds.  Hold for hot service 
at 135°F or higher. 

USDA F-
15R 

Purple Power Bean Wrap 

X   Hold for hot service at 135°F or higher OR Chill for later use.  Cool to 
70°F within 2 hours and to 40°F or lower, within additional 4-Hours.  
Hold for cold service at 41°F or lower 
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Process approach to HACCP – USDA Recipes (FNS-441 September 2013) 

Recipe No. Grain 
Recipe 

No 
Cook 

Same 
day 

cook & 
serve 

Complex Critical Control Points and Control Measures 

USDA B-
25R Mediterranean Quinoa Salad   X 

Cool to 41°F or lower for 4-Hours. 
USDA B-
24R Azteca Grain Salad   X 

Cool to 41°F or lower for 4-Hours. 
USDA B-
26R Oodles of Noodles  X  Heat to 135°F or higher for at least 15 seconds.  Hold for hot service 

at 135°F or higher. 
USDA B-
27R Peppy Quinoa  X  Heat to 135°F or higher for at least 15 seconds.  Hold for hot service 

at 135°F or higher. 
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Process approach to HACCP – USDA Recipes (FNS-441 September 2013) 

Recipe No. Vegetables 
Recipe 

No 
Cook 

Same 
day 

cook & 
serve 

Complex Critical Control Points and Control Measures 

USDA I-23R 
Tasty tots  X  Heat to 135°F or higher for at least 15 seconds.  Hold for hot service 

at 135°F or higher. 
USDA I-20R 

Central Valley Harvest Bake  X  Heat to 135°F or higher for at least 15 seconds.  Hold for hot service 
at 135°F or higher. 

USDA I-21R 
Harvest Delight  X  Heat to 135°F or higher for at least 15 seconds.  Hold for hot service 

at 135°F or higher. 
USDA I-24R 

Lentils of the Southwest  X  Heat to 135°F or higher for at least 15 seconds.  Hold for hot service 
at 135°F or higher. 
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Process approach to HACCP – USDA Recipes (FNS-441 September 2013) 

Recipe No. Soup 
Recipe 

No 
Cook 

Same 
day 

cook & 
serve 

Complex Critical Control Points and Control Measures 

USDA H-
08R 

Sweet Potato and Black Bean 
Stew  X  Heat to 135°F or higher for at least 15 seconds.  Hold for hot service 

at 135°F or higher. 
USDA 
H12R- 

Tuscan Smoked Turkey and 
Bean Soup  X  Heat to 165°F or higher for at least 15 seconds.  Hold for hot service 

at 135°F or higher. 
USDA H-
09R Confetti Soup  X  Heat to 165°F or higher for at least 15 seconds.  Hold for hot service 

at 135°F or higher. 
USDA H-
10R Harvest Stew  X  Heat to 165°F or higher for at least 15 seconds.  Hold for hot service 

at 135°F or higher. 
USDA H-
11R Spanish Chickpea Stew  X  Heat to 135°F or higher for at least 15 seconds.  Hold for hot service 

at 135°F or higher. 
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Process approach to HACCP –Recipes  

Recipe No. Recipe No 
Cook 

Same 
day 

cook & 
serve 

Complex Critical Control Points and Control Measures 
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FOOD SAFETY CHECKLIST 

Date ______________________ Observer ________________________________________________ 
 
Directions: Use this Checklist as needed.  Determine areas in your operations requiring corrective 
action.  Record corrective action taken and keep completed records in notebook for future reference. 
 
PERSONAL HYGIENE       Yes No Corrective Action 
• Employees wear clean and proper uniform, including shoes.    ______________ 
• Effective hair restraints are properly worn.      ______________ 
• Fingernails are short, unpolished, and clean (no artificial nails).   ______________ 
• Jewelry is limited to a plain ring, such as wedding band and a 

watch and no bracelets.        ______________ 
• Hands are washed properly, frequently, and at appropriate times.   ______________ 
• Burns, wounds, sores or scabs, or splints and water-proof 

bandages on hands are bandaged and completely covered with  
a foodservice glove while handling food.  .    ______________ 

• Eating, drinking, chewing gum, smoking, or using tobacco are 
allowed only in designated areas away from preparation,  
service, storage, and ware washing areas.      ______________ 

• Employees use disposable tissues when coughing or sneezing and 
then immediately wash hands.       ______________ 

• Employees appear in good health.       ______________ 
• Hand sinks are unobstructed, operational, and clean.    ______________ 
• Hand sinks are stocked with soap, disposable towels, and warm  

water.          ______________ 
• A hand washing reminder sign is posted.      ______________ 
• Employee restrooms are operational and clean.     ______________ 
 

 
FOOD PREPARATION       Yes No Corrective Action 
• All food stored or prepared in facility is from approved sources.   ______________ 
• Food equipment utensils, and food contact surfaces are 

properly washed, rinsed, and sanitized before every use.    ______________ 
• Frozen food is thawed under refrigeration, cooked to proper 

 temperature from frozen state, or in cold running water.    ______________ 
• Thawed food is not refrozen.       ______________ 
• Preparation is planned so ingredients are kept out of the  

temperature danger zone to the extent possible.     ______________ 
• Food is tasted using the proper procedure. 
• Procedures are in place to prevent cross-contamination.     ______________ 
• Food is handled with suitable utensils, such as single use gloves  

or tongs.          ______________ 
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FOOD SAFETY CHECKLIST (cont.) 

FOOD PREPARATION (cont.)      Yes No Corrective Action 
 
• Food is prepared in small batches to limit the time it is in the  

temperature danger zone.        ______________ 
• Clean reusable towels are used only for sanitizing equipment  

and surfaces and not for drying hands, utensils, or floor.     ______________ 
• Food is cooked to the required safe internal temperature  

for the appropriate time.  The temperature is tested with a  
calibrated food thermometer.        ______________ 

• The internal temperature of food being cooked is monitored  
        and documented.        _____________ 
 
HOT HOLDING 
• Hot holding unit is clean.         _____________ 
• Food is heated to the required safe internal temperature   

Before placing in hot holding.  Hot holding units are not  
used to reheat potentially hazardous foods (Time/Temperature 
Control for Safety Foods (TCS)) .       _____________ 

• Hot holding unit is pre-heated before hot food is placed  
in unit.           _____________ 

• Temperature of hot food is being held is at or above 135°F.     _____________ 
• Food is protected from contamination.       _____________ 
 
 
COLD HOLDING 
• Refrigerators are kept clean and organized.      _____________ 
• Temperature of cold food being held is at or below 41°F.    _____________ 
• Food is protected from contamination.       _____________ 
 
 
REFRIGERATOR, FREEZER, AND MILK COOLER 
• Thermometers are available and accurate      _____________ 
• Temperature is appropriate for pieces of equipment.     _____________ 
• Food is stored 6 inches off floor or in walk-in cooling  

equipment.          _____________ 
• Refrigerator and freezer units are clean and neat.      _____________ 
• Proper chilling procedures are used.       _____________ 
• All food is properly wrapped, labeled, and dated.      _____________ 
• The FIFO (First In, First Out) method of inventory  

management is used.         _____________ 
• Ambient air temperature of all refrigerators and freezers is  

monitored and documented at the beginning and end of  
each shift.           _____________ 
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FOOD SAFETY CHECKLIST (cont.) 

FOOD STORAGE AND DRY STORAGE     Yes No Corrective Action 
• Temperature of dry storage area is between 50°F and 70°F  

or state public health department requirement.      _____________ 
• All food and paper supplies are stored 6 to 8 inches off the  

floor.           _____________ 
• All food is labeled with name and received date.      _____________ 
• Open bags of food are stored in containers with tight fitting  

lids and labeled with common name.       _____________ 
• The FIFO (First In, First Out) method of inventory  

management is used.         _____________ 
• There are no bulging or leaking canned goods.      _____________ 
• Food is protected from contamination.       _____________ 
• All food surfaces are clean.        _____________ 
• Chemicals are clearly labeled and stored away from food  

and food-related supplies.         _____________ 
• There is a regular cleaning schedule for all food surfaces.     _____________ 
• Food is stored in original container or food grade container.     _____________ 
 
 
CLEANING AND SANITIZING      Yes No Corrective Action 
• Three-compartment sink is properly set up for ware washing.    _____________ 
• Dishmachine is working properly (such as gauges and chemicals  

are at recommended levels.)        _____________ 
• Water is clean and free of grease and food particles.     _____________ 
• Water temperatures are correct for wash and rinse.      _____________ 
• If heat sanitizing, the utensils are allowed to remain immersed  

in 180°F water for 30 seconds.        _____________ 
• If using a chemical sanitizer, it is mixed correctly and sanitizer 

 strip is used to test chemical concentration.      _____________ 
• Smallware and utensils are allowed to air dry.      _____________ 
• Wiping cloths are stored in sanitizing solution while in use.     _____________ 
 
 
UTENSILS AND EQUIPMENT      Yes No Corrective Action 
• All small equipment and utensils, including cutting boards and  

knives, are cleaned and sanitized between uses.      _____________ 
• Small equipment and utensils are washed, sanitized, and air-dried.    _____________ 
• Work surfaces and utensils are clean.       _____________ 
• Work surfaces are cleaned and sanitized between uses.     _____________ 
• Thermometers are calibrated on a routine basis.      _____________ 
• Can opener is clean.         _____________ 
• Drawers and racks are clean        _____________ 
• Clean utensils are handled in a manner to prevent contamination  

of areas that will be in direct contact with food or a person’s  
mouth.           _____________ 
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FOOD SAFETY CHECKLIST (cont.) 

LARGE EQUIPMENT       Yes No Corrective Action 
• Food slicer is clean.          _____________ 
• Food slicer is broken down, cleaned, and sanitized before and  

after every use.          _____________ 
• Boxes, containers, and recyclables are removed from site.     _____________ 
• Loading dock and area around dumpsters are clean and odor-free.    _____________ 
• Exhaust hood and filters are clean.        _____________ 
 
GARBAGE STORAGE AND DISPOSAL     Yes No Corrective Action 
• Kitchen garbage cans are clean and kept covered.      _____________ 
• Garbage cans are emptied as necessary.       _____________ 
• Boxes and containers are removed from site.      _____________ 
• Loading dock and area around dumpster are clean.      _____________ 
• Dumpsters are clean.         _____________ 
 
 
PEST CONTROL        Yes No Corrective Action 
• Outside doors have screens, are well-sealed, and are equipped  

with a self-closing device.         _____________ 
• No evidence of pests is present.        _____________ 
• There is a regular schedule of pest control by a licensed pest  

control operator.          _____________ 
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Arkansas Department of 
Education 

Child Nutrition Program 
 
 

Step 6: Establishing Corrective Action 
 
 

Corrective Action Steps:  When the Child 
Nutrition Director or Food Service Manager 
(PIC) finds situations that must be corrected, 
refer to the Corrective Action in the specific 
Standard Operating Procedure that addresses 
the problem (step 2). 
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FOOD SAFETY PLAN RECORDKEEPING 
 

DOCUMENTATION (RECORDS)      DOCUMENTATION 
SCHEDULE 
 

Food Production Records 
 Time and Temperature for Cooking      Daily 
 Time and Temperature for Holding      Daily 
 Time and Temperature for Cooling      Daily 
 Time and Temperature for Reheating     As Needed 
 Critical Control Points (Before Serving)     Daily 
 Critical Control Points (After Serving)      Daily 
 Discarding Food        As Needed 
 Calibration of Thermometers       As Needed 
 

Equipment Temperature Records 
 Invoices Documenting Receiving Temperatures    Each Delivery 
 Refrigeration Log        Daily 
 Freezer log         Daily 
 Receiving Log (transporting)       Daily 
 

Review Records 
 Food Safety Checklist        As Needed 
 Copies of the health Inspection      Twice Yearly 
 
Corrective Action Records        As Needed 
 

Staff Responsibility: 
 
All foodservice staff will be held responsible for recordkeeping duties as assigned.  Overall, the 
foodservice manager will be responsible for making sure that records are being taken and for filling 
records in the proper place. 
 

Recordkeeping Procedure: 
   All Completed forms will be filed in the filing cabinet in the foodservice manager’s office. 
   The foodservice manager is responsible for making sure that all forms are updated, 
available for use, and filed properly after completion. 
   The foodservice manager and/or child nutrition director will be responsible for educating 
all foodservice personnel on the use and importance of recording critical information. 

 
DATE IMPLEMENTED: ______________________ BY: __________________________________ 
 
DATE REVIEWED: _________________________ BY: __________________________________ 
 
DATE REVISED: ___________________________ BY: __________________________________ 
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Standard Operating Procedures 
Damaged or Discarded Product Log 

Instructions:  Foodservice employees will record product name, quantity, action taken, reason, initials, and date each time a food or food 
product is damaged and/or will be discarded.  The foodservice manager will verify that foodservice employees are discarding damaged food 
properly by visually monitoring foodservice employees during the shift and reviewing, initialing, and dating this log daily.  Maintain this log for 
a minimum of 1 year. 

Date Time Vendor or 
School 

Product Name Temperature Corrective Action Taken Initials/Date Manager 
Initials/Date 
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Receiving Log (Transporting) 
Instructions: Use this Log for deliveries or receiving foods from a centralized kitchen.  Record any temperatures and corrective action taken on 
the Receiving Log.  The foodservice manager will verify that foodservice employees are receiving products using the proper procedure by 
visually monitoring foodservice employees and receiving practices during the shift and reviewing the log daily.  Maintain this log for a 
minimum of 1 year. 

Date Time Vendor or 
School 

Product Name Temperature Corrective Action 
Taken 

Initials/Date Manager 
Initials/Date 
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Receiving Log or Generic Invoice 
Instructions: Use this Log for deliveries or receiving foods from a centralized kitchen.  Record any temperatures and corrective action taken on 
the Receiving Log.  The foodservice manager will verify that foodservice employees are receiving products using the proper procedure by 
visually monitoring foodservice employees and receiving practices during the shift and reviewing the log daily.  Maintain this log for a 
minimum of 1 year. 

Date Time Vendor or 
School 

Product Name Temperature Corrective Action 
Taken 

Initials/Date Manager 
Initials/Date 
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Refrigeration / Freezer Log 
Month/Year Location 
 
Instructions: A designated foodservice employee will record the location or description of holding 
unit, date, time, air temperature, corrective action, and initials on this log.  Foodservice manager will 
verify that foodservice employees have taken the required temperatures by visually monitoring 
foodservice employees during the shift and reviewing, initialing, and dating this log each working day.  
Maintain this log for a minimum of one year. 

Location/Unit 
Description Date Time Temperature Corrective Action Initials 

 1     
 2     
 3     
 4     
 5     
 6     
 7     
 8     
 9     
 10     
 11     
 12     
 13     
 14     
 15     
 16     
 17     
 18     
 19     
 20     
 21     
 22     
 23     
 24     
 25     
 26     
 27     
 28     
 29     
 30     
 31     
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Employee Food Safety Training Record 
Date: ___________________________ 
Location: ________________________ 

Directions:   Use this form to record food safety training provided to employees.  Maintain this record 
for a minimum of 1 year 
Employee Name Length of 

Training 
Training and Materials Provided 
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SCHOOL _____________________________ 
FOOD PRODUCTION 

MAXIMUM TIME RECORD                                                       DATE _________________ 
POLICY USING TIME AS A FOOD SAFETY MEASURE:  All potentially hazardous (TCS) food items that cannot be maintained at a temperature below 41° f or 
above 135°F, will be logged individually on this form, recording the time removed from temperature control and the specific time within 4-Hours for the 
item to be disposed of. 
INSTRUCTIONS: Record each individual menu item or batch on the form, noting the time taken from temperature control.  Determine and record the 4-
Hour maximum time limit for the service for each batch of finished product.  LABEL EACH BATCH of product for time to discard.  Record amount of finished 
product discarded. 

MENU ITEM HAZARDOUS FOOD 
ITEM(S) 

BATCH 
AMOUNT 

BEGINNING TIME 
OF PREPARATION 

TIME FOOD MUST 
BE DISCARDED AMOUINT DISCARDED INITIAL 

Example: Turkey Sub 
Deli Turkey, lettuce, 
tomatoes 25 Batch 1-8:30 12:30 PM None-all served by 12:00 PM MB 

 
 

      

 
 

      

 
 

      

 
 

      

 
 

      

 
 

      

 
 

      

 
 

      

 
 

      

 
 

      

 
 

      

Provided by Margie Bowers, Rogers School District 
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OPTIONAL 
Child Nutrition Department 

EMPLOYEE HEALTH CONDITION 
 
Employee Name: ___________________________________________________________________ 
Address: __________________________________________________________________________ 
 _________________________________________________________________________________ 
Telephone Day: ____________________________________________________________________ 
Evening: __________________________________________________________________________ 
Date of Hire: ______________________________________________________________________ 
 
Today: 
Are you currently suffering from any of the following symptoms: 

Diarrhea? ------------------------------------------------------------------- Yes ---- No 
Vomiting? ------------------------------------------------------------------ Yes ---- No 
Jaundice? ------------------------------------------------------------------- Yes ---- No 
Sore Throat with Fever? ------------------------------------------------ Yes ---- No 
Infected Lesions or Wounds Containing Pus on 
the Hand, Wrist or an Exposed Body Part? ------------------------ Yes ---- No 
 

Past: 
Have you been diagnosed as being ill with Salmonellosis (Salmonella SPP>), Shigellosis (Shigella SPP.), 
E. Coli infection, Hepatitis A, or Norovirus within the last 90 days? --- Yes ---- No 
 
If you have, what was the date of the diagnosis? ___________________________________________ 
 
High Risk Conditions: 
Have you been exposed to or suspected of causing a confirmed outbreak of Salmonellosis, Shigellosis, 
E. Coli infection, Hepatitis A, or Norovirus?    If yes, please provide the date, __________________ 
 
Do you live in the same household as a person diagnosed with Salmonellosis, Shigellosis, E. Coli 
infection, Hepatitis A, or Norovirus? ----------------------------------------- Yes ---- No 
 
Do you have a household member attending or working in a setting where there is a confirmed 
outbreak of Salmonellosis, Shigellosis, E. coli infection, Hepatitis A, or Norovirus?  Yes ---- No 
 

Employee Reporting Agreement 
I AGREE TO REPORT to the person in charge FUTURE symptoms, infected wounds or lesions, diagnoses of any of the diseases and high-
risk conditions listed above, or any other disease transmissible through food.  I agree to comply with these reporting requirements, 
work restrictions or exclusions that may be imposed upon me, good hygienic practices and if necessary, obtain medical clearance at my 
expense to work.  I understand that failure to comply with the terms of this agreement could lead to action by the school food or health 
regulatory authority that may jeopardize my employment and may cause legal action against me. 
 
Employee Name (please print) _________________________________________________________________ 
Signature of Employee: ______________________________________ Date: ___________________________ 
Signature of Supervisor: ______________________________________ Date: ___________________________ 
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